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FORTUNE 32:16 BUSINESS APPLICATIONS

COURSE AGENDA

Day One

Coffee

Introductions

o

o

Statement of Objectives

Review Agenda for Course

Introduction to Fortune Systems BAS

o Market Position

0 BAS General Features

BAS System Structure

INSTALLATION PROCESS

(o]
o}

o
o

System Analysis

Installation: Hardware/software
Operations Records

Conversion of Files

Operator Training

LAB: INSTALLATION

LUNCH

GENERAL LEDGER

1.

wm > w N
.

Definition: Manual vs. Automated vs. BAS
Paper Flow: The General Ledger Cyc;e
System Flow: Files, Updates, Integration
File Conversion/File Maintenance

LAB: ~CONVERSION




. FORTUNE 32:16 BUSINESS APPLICATIONS

COURSE AGENDA

Day Two

8:30 PURCHASE ORDERS
1. Definition: Manual vs. Automated vs. BAS
2. Paper Flow: The Purchase Orders Cycle
3. System Flow: Files, Updates, Integration
4. File Maintenance
- ‘ 5. LAB: CONVERSION
6. Processing Cycle: Daté Entry and Output

7. LAB: PROCESSING
12:00 LUNCH

1:00 - ACCOUNTS PAYABLE

L1

1. Definition: Manual vs. Automated vs. BAS
2. Paper Flow:  The Accounts Payable Cycle
3. System Flow: Files, Updates, Integration
4, File Maintenance

5. LAB: CONVERSION




8:30

12:00

2:00

FORTUNE 32:16 BUSINESS APPLICATIONS

COURSE AGENDA

Day Three

ACCOUNTS PAYABLE, Continued

6. Processing Cycle: Data Entry and Output
7. LAB: PROCESSING
8. Month End Procedures
9. LAB: Closing Accounts Payable
LAB: Closing General Ledger
LUNCH

ORDER PROCESSING

Definition: Manual vs. Automated vs. BAS

'Paper Flow: The Order Processing Cycle

System Flow: Files, Updates, Integration
File Conversion/File Maintenance
Inventory Pricing

Processing Cycle: Data Entry and Output

LAB: PROCESSING
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FORTUNE 32:16 BUSINESS APPLICATIONS

COURSE AGENDA

Day Four

Accounts Receivable

l. Definition: Manual vs. Automated vs. BAS
2. Paper Flow: The Accounts Receivable Cycle
3. System Flow: Files, Updates, Integration
4. File Conversion/File Maintenance

5. LAB: Conversion

6. Processing Cycle: Data Entry and Output

7. LAB: PROCESSING
LUNCH

IDOL Overview
DEMO: Producing a Report Using IDOL
FIXED ASSETS and PAYROLL Overview

Evaluation and Wrap-Up




BAS COURSE OBJECTIVES

'Identify and demonstrate the features of the BAS system

which substantiate accounting controls.
Explain the relationship between the BAS and IDOL products.

Identify the steps required to install BAS module(s) on the
Fortune 32:16.

Successfully convert a user's data files into the format
used by BAS.

State the steps which must be taken to perform transaction
processing and adjustments.

Explain the derivation and signficance of each output

“document produced.

Identify the points at which the BAS applications interact.
Define the support resources available to the user.

Identify the steps to take to respond to processing errors.




Audit Trail

Back-up

BAS

Batch Processing

Business BASIC

Data Entry

Edit

Field

File

File Maintenance

BAS TERMINOLOGY

Record of transactions created by
mechanized accounting operations.
Documents the origination and flow of
transactions processed through the system.

To make a copy of active disk files on
another media.

Business Applications Software

Method of processing in which a number of
similar input items are grouped for
processing during the same machine run.
Files are then usually updated in another
machine run. Contrast with On-Line
Processing.

Fortune Systems' version of Business BASIC,
a high level business-oriented programming
language which has been used to develop
business software on minicomputers since
1971. The BAS packages and IDOL system are
written in Business BASIC III
(interpreter).

Process of entering information pertaining

to a business transaction into a computer
system, usually by an operator through a
keyboard.

Inserting characters into computer output
to make it more meaningful. Includes
modifying or deleting data (e.g., inserting
decimal point, adding leading zeroes) and

.code conversion.

Collection of characters which comprise a
meaningful unit of business information,
e.g. social security number field; vendor
name field; warehouse code field

Collection of related records. An
organized collection of information
directed toward a purpose, e.g. Vendor
Master File, Open Accounts Receivable File.
Records in a file may or may not be
sequenced according to a key contained in
each record.

Process of adding, changing, deleting
records in any master file to keep it up to
date. '
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BAS Glossary, cont.

Flag

Header

IDOL

Journal

Key

Line Items

Management Report

Master File

On-Line Processing

On-Line Validation

Record

Page Two

An indicator, usually a field in a record,
which is set in data processing to inform a
later program that a condition has
occurred.

Initial information keyed in at data entry
time which distinguishes a particular
transaction from another.

Interactive Definition Oriented Language

Hard copy report which summarizes the
posting impact to General Ledger accounts
during a processing cycle.

Unique field which identifies an individual
record in a file and by which the entire
file is sorted.

Detail lines keyed in at data entry time
which comprise a business transaction

Hard copy report which furnishes
management/supervisory personnel with
current information to aid in the
performance of management functions.

. Permanent reference (historical) file

containing summary/statistical information
which is usually updated periodically to
reflect the results of transaction
processing. Examples: Inventory Master
File, Customer Master File.

Data processing procedures in which changes
to relevant files are made at the time that
a transaction or event occurs. Contrast
with Batch Processing.

Immediate verification of data at the time
of keyboard entry, e.g. checking for valid
dates, proper codes against a conversion
table, numeric only data. Sometimes
referred to as "interactive" editing.

Collection of fields which relate to a
single major item, e.g. all information
pertaining to one employee or all
information pertaining to one inventory
part. Sometimes referred to as an "item."

FORTUNE SYSTEMS MARFETING EDUCATION - PROPRIETARY DOCUMENT




BAS Glossary, cont.

0 Register

Report Generator

y

Restore

Selector

SMC

Sort Key

Transaction File

Update

Utility Program

Page Three

Hard copy report which lists the details of
transactions which have occurred during a
processing cycle.

A program which generates a report based on
existing data. It takes care of formatting
and sorting and can do some processing of

data, such as totalling and examining data
items for certain conditions for selection.

To replace active files on disk with a
version (copy) of those files on another
media.

Screen which displays and provides access
to a number of job selections. Sometimes
referred to as a "menu" or "driver".

Science Management Corporation

Unique field which provides alternate sort
(sequencing) of records in a keyed file.

Temporary file which contains information
regarding current business transactions,
e.g. Open Purchase Orders, General Ledger
Transaction File. As transactions complete
a processing cycle, results are usually
summarized and passed to a master file.

To modify a master file with current
transaction information through a data
processing procedure, often with
information held in transaction files.

Also may refer to process of selecting a
record through a File Maintenance screen to
change specific fields, e.g. update
employee number Al234 with a new pay rate.

Specialized program to perform a frequently
required everyday task, usually supplied by
the hardware manufacturer. Examples
include: file backup procedures, file
directory listings, sorting, file copying.
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BAS

(BUSINESS APPLICATIONS SOFTWARE)

BUSINESS BASIC LANGUAGE / -
|

UTILITIES e
APPLICATIONS SOFTWARE . IboL: -
C (PROGRAM L0GIC) (DEVELOPMENT |
~ TooL)
v 7
BAS ¢

GENERAL LEDGER

~ FIXED ASSETS
PURCHASE ORDERS
ACCOUNTS PAYABLE
ORDER PROCESSING
ACCOUNTS RECEIVABLE
PAYROLL

1.

PR
' ;
1

J

'SCREENS
- SELECTORS

FILE HANDLER
REPORT GENERATOR
DOCUMENTATION

ye

. S :
S/
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WY BAS?

BusiNESS BASIC ¢

IDOL

'
FORTUNE SYSTEMS

| 2.
FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT




INTRODUCTION TO BAS: DEMONSTRATION

-

~

FORTUNE SYSTEMS GLOBAL MENU

\-

BUSINESS APPLICATIONS PROFESSIONAL TOOLS OF?ICE AUTOMATION TOOLS
B1 Business Systems P1 Multiplan E1 Word Processing
B2 Business Surveys P2 Color Graphics E2 Record Processing
B3 Business Graphics P3 ) E3 Automated Calendar
B4 , P4 : E4 ' :
BS : S Ps ES
B6 P6 E6
COMMUNICAT IONS TRAINING AND EDUCATION SYSTEM TOOLS

C1 Async T1 Topic Introduction S1 System Utilities
C2 Bisync o T2 Amusements Lo S2 System Management
C3 Local Network T3 Operator Training S3 Languages
C4 X.25 : T4 C.A.I. Training S4 IDOL
C5 SNA/SDLC T5 Demonstrations S5 Product Maintenance
c6 : T6 S6

- Fortune Systems Corporation ' ' Press (HELP) For Assistance

Enter Selection & Press (RETURN):

;"/) .

SELECTION NO. ACCESSES v | -ACCESS_CODE

Bl "Real" data base DOL

B2 Disk sizing surveys -

B5 Business Demo System BAS

Integrated training data base  BAS; then S10
s3 " Business BASIC Utilities --
and console mode
sS4 IDOL development tools ] DOL
T3 Operator Training ~ GLO-APO-ARO-

OPO-FAO-POO-PRO

3.
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An operator code is a three character password assigned to
each operator with access to the Fortune Business Systems.
By pressing 'F4', you will exit to the Fortune Global Menu.

10/31/83
7:45 PM
THE ATHLETIC SUPPORTER

ENTER OPERATOR CODE OR 'F4' TO END

P

OPERATOR CODE:

(1)

(2)

SECURITY - prevents unauthorized access to entire
applications or specific options.

AUDIT TRAIL - every selection and important master file
change is tracked by BAS. These statistics are printed out
as part of the user's END OF DAY routine in the OPERATOR
STATISTICS REPORT and FILE MAINTENANCE AUDIT REPORT.




01/02/84
SELECTOR: 10 . 11:30 AM
FORTUNE SYSTEMS BUSINESS APPLICATIONS
1. GENERAL LEDGER
2. ACCOUNTS PAYABLE
3. ACOUNTS RECEIVABLE
4. ORDER PROCESSING
5. FIXED ASSETS
6. PURCHASE ORDERS
7. PAYROLL
8 BUSINESS UTILITIES
ENTER SELECTION OR END:
C ] BA S MAIN SELECTOR (“MENU™)
o Leads to desired APPLICATION SELECTOR
o) KEYBOARD CONVENTIONS
A. TYPEWRITER: . ALPHA CAPS LOCK
. <RETURN>, not <EXECUTE>
. <BACKSPACE>, not cursor Kkeys
B. NUMERIC PAD: . <RETURN>
. NUMBERS assume 2 decimal places
C. FUNCTION KEYS: <Fl>: YES
<F2>: NO
<F3>: BACK UP ONE FIELD
<F4>: END
<F6>: HELP TEXT
<F7>: ADVANCE TO NEXT RECORD
- <F8>: SKIP TO FIELD #
° <F9>: ACCEPT PRESET VALUE




ACCOUNTS

DATA ENTRY AND MAINTENANCE

VENDOR INQUIRY
VENDOR INVOICE ENTRY

PAYMENT SELECTION

ADJUSTMENT ENTRY & JOURNAL
MANUAL PAYMENT

REVERSE SELECTED PAYMENTS
NON-INVOICE PAYMENTS/REVERSALS
CHECK RECONCILIATION ENTRY
SPECIAL PROCESSING

FILE MAINTENANCE - / '
CHANGE DATE AND TIME

ENTER SELECTION OR END:

PAYABLE

12. PAYABLE VOUCHER REGISTER

13. CASH REQUIREMENTS REPORT
14. OPEN ACCOUNTS PAYABLE REPORT
15. ACCOUNTS PAYABLE AGING REPORT
16. PAYMENT SELECTION REGISTER
17. VENDOR CHECK PRINTING
18. CHECK REGISTER
19. DISTRIBUTION REPORTS
20. MONTHLY CHECK REGISTER
21. OUTSTANDING CHECKS REPORT

22. VENDOR MASTER REPORT

II.

III.

DATA ENTRY AND INQUIRY OPTIONS

o] TO ENTER OR INQUIRE ON TRANSACTIONS

FILE MAINTENANCE OPTIONS

o TO ADD, CHANGE,

INQUIRE ON OR DELETE RECORDS IN

MASTER (HISTORY) FILES

REPORTS OPTIONS




VENDOR MASTER FILE
*

(1)ADD (2)CHANGE (3)DELETE (4)INQUIRY (5)REPORT (6)END OPTION:

1-VENDOR NUMBER
2 VENDOR NAME

3 VND ADDRESS L1

4 VND ADDRESS L2

5 VND ADDRESS L3

e e e e e e e . e e e e s e e e e e e e

6 VENDOR BALANCE _______.__ 13 PRYR DISC AVAIL —

7 VENDOR PHONE # _________ 14 PRYR DISC TAKEN —

8 DATE ENTERED  ______ 15 G/L EXP.ACCT. # ______ s
9 YTD PURCHASES _______.__ 16"VND TERMS % — s ”ﬁ”‘”f'ﬁ”"‘f{u
10 YTD DISC AVAIL _______.__ 17°VND TERMS DAYS ___ / ‘
11 YTD DISC TAKEN ______ . __ 18 LST PURCH DATE
12 PRYR PURCHASES _______.__ 19 VND SORT KEY

e s e e e o e e e . e s . e o S e S e S S . o o S e e e . et e e e e o . e e S . e e e, e e e o

—————




1.2.2 **VENDOR INVOICE ENTRY**

PURCHASE VENDOR DATE TERMS GROSS  DISCOUNT
ORDER-NO INVOICE-NO INVOICED $/DAYS  AMOUNT  AMOUNT

TAX FREIGHT
AMOUNT AMOUNT

NONE Al00 01/15/84 01/015 1000.00 10.00

65.00 12.00

**PURCHASE ORDER INFORMATION®*
VENDOR DATE
NUMBER VENDOR NAME v

DATE

ORDERED RECEIVED CARRIER

1000 AMERICAN SUPPLY COMPANY 01/01/84

o S e S o Gee G Sm Gun e G G G G Ove G Gew Gue bun fae G Gun Gun G b Guo G Gun B Gue Bew bm Gum b Gut G Gun G Bon b Bam Gms Gom e Gms G e Bee Oeo -

4 0 e b e G G bm G Ger G Sn Ban G hem G S B Gt G Gw Gm e Bw B Gus Gee G Gum b bun G S Sme Beo G G Gew bom Gm 0w Ben Goe Gms um o G o 0 o

REMAINING BAL: .00 **G/L DISTRIBUTION**
ACCOUNT ACCOUNT DISTRIBUTION
NUMBER DESCRIPTION AMOUNT c/D
1300 INVENTORY 1000.00
8.




DAILY 1.
OPERATION:

- " 2.
&f}i{" ‘ ,.;, fﬁ:(,/u

BUSINESS UTILITIES

. /1. START OF DAY PROCEDURE
*;;E LMELW END OF DAY PROCEDURE
INSTALLATION INFORMATION
OPERATOR INFORMATION
COMPANY INFORMATION
GENERAL LEDGER FILE COPY
BAS FILE MAINTENANCE

BAS FILE UTILITIES

ENTER SELECTION OR END:

BUSINESS UTILITIES

START OF DAY

. Checks data files; prints listing of files over 80%
full

. Options to fully RESTORE BAS data or program files.

END OF DAY
. Options to fully BACKUP BAS data or program files.
. Options to print OPERATOR STATISTICS, FILE

7 MAIN;ENAQQE AUDIT, and PROGRAM EXCEPTION reports.

A A S8 B v )

INSTALLATION 3.
TIME:

i 14

INSTALLATION INFORMATION

. Establishes NAME and CONFIGURATION data for the
system

OPERATOR INFORMATION
. Establishes 3-character SECURITY (OPERATOR) CODES
and selectors accessible to operators

COMPANY INFORMATION
. Establishes 2-character COMPANY CODE for each

profit center in data base.
G/L FILE COPY - ~ Lo s, //" ol
Duplicates all or portlon of establlshed (1) CHART

OF ACCOUNTS or (2) INCOME STATEMENT FORMAT to
facilitate setting up multiple General Ledgers.

PROGRAMMER 7.
TOOLS TO
MANIPULATE 8.
FILES

BAS FILE MAINTENANCE

BAS FILE UTILITIES

9.
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01/03/83 THE ATHLETIC SUPPORTER

8.2 OPERATOR STATISTICS REPORT
OPERATOR: ELAINE

o TERMINAL DATE TIME TYPE DESCRIPTION
TO 01/03/88 i3:55:14 START OPER LOGON
TO 01/03/83 13:55:28 START CHART OF ACCOUNTS
TO 01/03/88 14:02:04 END 1.2
TO 01/03/83 14:02:08 START CHART OF ACCOUNTS
TO 01/03/83 14:02:26 END CHART OF ACCOUNTS
TO 01/03/83 14:02:33 START END OF DAY PROCEDURE
TO 01/03/83 14:05:13 END END OF DAY PROCEDURE
TO 01/03/83 14:05:21 START START OF DAY PROCEDURE
TO 01/03/83 .14:06:49 START START OF DAY PROCEDURE
TO 01/03/83 14:10:01 END START OF DAY PROCEDURE
TO 01/03/83 14:20:38 END OPER LOGOFF
TO 01/03/83 14:23:28 START OPER LOGON
TO 01/03/83 14:25:04 START VENDOR INVOICE ENTRY
TO 01/03/83 14:29:12 END VENDOR INVOICE ENTRY
TO 01/03/83 14:29:23 START PAYABLE VOUCHER REGISTER
TO 01/03/83 14:30:20 END PAYABLE VOUCHER REGISTER
TO 01/03/83 14:30:38 START OPEN ACCOUNTS PAYABLE REPORT
TO 01/03/83 14:31:15 END OPEN ACCOUNTS PAYABLE REPORT
TO 01/03/83 14:33:26 START ACCOUNTS PAYABLE AGING REPORT
TO 01/03/83 14:33:57 END ACCOUNTS PAYABLE AGING REPORT
TO 01/03/83 14:34:14 END SET DATE/TIM
TO 01/03/83 14:34:18 START ACCOUNTS PAYABLE AGING REPORT
TO 01/03/83 14:35:12 END ACCOUNTS PAYABLE AGING REPORT

C TO 01/03/83 14:35:32 START CASH REQUIREMENTS REPORT

: TO 01/03/83 14:37:55 END CASH REQUIREMENTS REPORT
TO 01/03/83 14:39:42 START VENDOR MASTER FILE
TO 01/03/83 15:27:18 END 2.10.1
TO 01/03/83 15:28:46 END OPER LOGOFF
TO 01/03/83 16:14:14 START OPER LOGON
TO 01/03/83 16:14:25 START END OF DAY PROCEDURE
T1 01/03/83 13:41:09 END END OF DAY PROCEDURE
T1 01/03/83 13:42:51 START IDOL-FM 001
T1 01/03/83 13:44:21 END IDOL-FM 001
T1 01/03/83 13:44:26 END OPER LOGOFF
10.




‘e

01/03/83
8.2

o TERMINAL

TO
TO
TO
TO
TO
TO
TO
TO
TO
TO
TO

DATE

01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83
01/03/83

13:

13

13:
13:
13:

13
13
13

13:

13

13:

THE ATHLETIC SUPPORTER

PAGE

OPERATOR STATISTICS REPORT

OPERATOR: MARIAN
TIME TYPE DESCRIPTION
02:24 START OPER LOGON
:02:42 START START OF DAY PROCEDURE
03:52 START START OF DAY PROCEDURE
04:58 END START OF DAY PROCEDURE
05:12 START CHART OF ACCOUNTS
:05:21 END CHART OF ACCOUNTS
:05:33 START VENDOR MASTER FILE
:07:36 END VENDOR MASTER FILE
07:47 START MANUAL PAYMENT
:07:51 END MANUAL PAYMENT
17:54 END OPER LOGOFF

11.




01/03/83 THE ATHLETIC SUPPORTER v PAGE 1
8.2 FILE MAINTENANCE AUDIT REPORT

e OPERATOR DATE TIME TERMINAL 'RECORD KEY' '0LD DATA' ‘NEW DATA'

% FILE NAME: CWNMS - AP VENDOR MASTER FILE

% FIELD NAME: VENDOR NAME

ELAINE 01/03/83 13:08:3% 711 ' 22222’ *——RECORD ADDED—' 'SCUBA DUBA DOO'
HARIAN 01/03/83 13:50:38 70 ' 4000' *JOHNSON'S ATHLETIC SUPPLY CO. ' 'EMERSON'
MARIAN 01/03/83 13:50:33 T0 ' 4000’ ' EMERSON !

'EMERSON'S SPORTS SUPPLIES'

% FIELD NAME: UND TERMS %
NARIAN 01/03/83 13:49:42 T0 ' 3000° ‘03’ ‘02"

¥k FILE NAME: CGLMS - GL CHART OF ACCOUNTS

% FIELD NAME: SUB ACCOUNT ¢
ELAINE 01/03/83 14:01:22 70 'HQ4030 ' '—RECORC ADDED~-' '

% FIELD NAME: ACCT DESCRIPTN
ELAINE 01/03/83 14:01:41 T0 'HA4030 °' '~-RECORD ADDED—-' ‘SALES - PRO SHOP FEES®

8 FIELD NAME: ACCOUNT TYPE
ELAINE 01/03/63 14:01:45 TO0  'HQ4030 ' '——RECORD ADDED—-' ‘o'

% FIELD NAME: DR-CR IND
c ELAINE 01/03/83 14:01:47 T0 'HQ4030 °* '~—RECORD ADDED—* v

12.




PURCHASE
ORDERS

T

ACCOUNTS

é////////}a(:;VENTORYgg\\g
( VENDORg

PAYABLE

A4

PROCESSING

( CUSTOMER(L
3

PAYROLL

GENERAL LEDGER

| &———— ACCOUNTS
RECEIVABLE

FIXED
ASSETS

MASTER FILES (KEY)

TRANSACTION FILES

CROSS-INDEX (SORT) FILES

CONTROL RECORDS

13.

_ THROUGH FILE MAINTENANCE

'CREATED OR WRITTEN TO DURING _

DATA ENTRY AND PROCESSING CYCLE

_ALLOW ALTERNATE SORT SEQUENCE
OR ACCESS BY ANOTHER KEY

IN SPECIAL CONTROL FILE
GOVERNS POSTING PARAMETERS,
AUTOMATIC NUMBERING, SECURITY
CHECKS. . .+ '
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SYSTEM INSTALLATION

PRE-SALE
o Determine type of business
o Determine company organization (month end dates, profit

center reporting requirements) and accounting structure
(review present chart of accounts and financial statements)

o Special needs (numbering, report formatting, etc.)

o Hardware requirements: volume, # of users, printer use.
Use BAS surveys to take specs

PRE-CONVERSION
o) Configure hardware
o Configure software: BASIC--IDOL--APPS

o Advise customer of supplies needed and order:
. FLEXIBLE DISKS for backup
. PRINTER supplies: ribbons, computer paper, elements
. SPECIAL FORMS
. LOG BOOKS, BINDERS, STAMPS

o] Site preparation: power, ventilation, space, temperature,
worktables :

o) Training implementation schedule:
. Advise customer of records which must be gathered
for conversion
. Discuss steps involved in installation and go over
documentation v
. Time line and responsibilities

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT
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INSTALLATION AND TRAINING

INSTALLATION STEPS:

Ll “/%/lo Load software and files using PRODUCT MAINTENANCE

) o) Back up software

o Establish INSTALLATION and COMPANY records

Y OPERATOR TRAINING STEPS:

1.

Systems access through FORTUNE GLOBAL MENU to Business
Applications and Training Data Base

Keyboard

Discuss organization of manuals

Menus and screen conventions

Establish OPERATOR SECURITY CODES

Discuss FILE CONVERSION and BACK UP procedures

Establish schedule for conversion

Discuss PROCESSING CYCLES

Establish daily back up procedures

' Establish error handling and problem solving procedures

Discuss need to run parallel at least one accounting
period before "going live" on any application

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT
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~N

Installation Information Record Worksheet

INSTALLATION NAME -

INSTALLATION DATE

NUMBER OF TERMINALS

NUMBER OF PRINTERS

MATRIX PRINTER? (Y/N)

INVOICE TEAR-OFF? (Y/N)

MULTI-COMPANY? (Y/N)

[ L A | 1 1 1

1

1

A

1

I

1

A

it

1

alphanumeric

L L ' 1 "l ded

mmddyy

| -
1-8

— /7/—”7 o .//N -

-6 LT

16.




Operator Information Records Worksheet

1-OPER REC PREFIX O

2-OPERATORCODE . 1

alphanumeric :
3 OPERATORNAME w1 0 0 0 0 0 0 0 0 iy 4 )
alphanumeric :

4AAPPLIC,CODES [ R Y W WO W WS W NN SN W S S | l’l Il
GL-FA-PR-AP-PO-AR-OP-UT-ALL

17,




e
{

2 g
P 4

Company Information Records Worksheet

1=

CMPY REC PREFIX  C o ot P T fo

2- COMPANY CODE

3AWAREHOUSE LOC

4

10

11

12

13

COMPANY NAME

SERVICE CHRG %

LAST OE ORD NO

LAST CUSINV NO

LAST PO NO

LAST AR ADJ NO

LAST AP ADJ NO

LAST CR MEMO NO

LAST DR MEMO NO

LAST STK REC NO

— A
alphanumeric

—
1-5

| S T TS S 1

=L

~alphanumeric

T Ry
0-99.9

numeric

S T T W
numeric

I N W W '
numeric

S T |
numeric

T T W T
numeric

—_—
numeric

—t
numeric

O S W SR W
numeric

18,




FORTUNE.

i VENDOR‘NUMBER:

DESCRIPTION

S

R

S T e
SRR AR Cepan
SRR RS

sy
S

PR
S

b RERIN

e

S
LR

A
Sron R

SR

N

e
BT ?‘}v\

A
7 gyl

e

i

L 1

PURCHASE ORDER

ATE ORDERED DATE WANTED -

INSTRUCTIONS

R

¥

o

ey
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VENDOR CHECK

© 8% INVOICE: - & - ¥
- REFERENCE GROsS DISCOUNT NET AMOUNT
NUMBER . DATE L

a
AL RSP N Ty . IS . r
¥ » id -

A7 ATON

LA ADDY

{1 TOTAL >
| FORTUNE.SYSTEMS

THE
SUM OF

Rt W . ‘ . ey Sl
ppiiiane ] L G Ty I # . Ea B e N USRS

e/

 TOTHE
ORDER OF

‘NON-NEGOTIABLE

E 13 B MAGNETIC INK CHARACTERS

21.




SALES ORDER

FORTUNE SYSTEMS

CUSTOMER-NUMBER:

o | -

-

O~ Orow
O-4 v—I®n

. . CUSTOMER ., OURORDER’ | ACKNOWLEDGEMENT | . SHIPPING:. . “ .. *CARRIER
" ORDER:NUMBER??> | ©~~ NUMBER" DATE S DATE - 5 e :

2 ITEM'NUMBER:. R * DESCRIPTION-

AL TR U O INE MUORE OFFICE nearent]vou ' . Fog

FO S R 0 1 0 T e Tt e 3 e TN ’;;5 S
PALL SULL PR F ROUI ) AR ] mie g

13
it o

B A

LN (U0 SL2- 84U




4
FORTUNE. SY

S

o
TEMS

“INVOICE DATE ¢

PLEASE IFZFER TO THIS KO,
WHEN MAKING
PAYMENT OR INQUIRY

? INVOICE NUMBER

INVOICE
SAME AS “INVOICE TO"” UNLESS OTHERWISE INDICATED
1
¥ S
H
? |
c P
E T
T 0
0
| G . ' ICUSTOMER CODING REFERENCES = © © " .
SLSMN SHIP VIA CUSTOMER ACCOUNT NO.| CONTROL NO, USTOMER ORDEBNO. ... DATE TERMS
QUANTITY SUGGESTED UNIT
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LAB EXERCISES




LAB: INSTALLATION

OB JECTIVE:

BACKGROUND :

Installing BAS

Identify the steps which must be taken to prepare
the Fortune 32:16 for BAS operation.

Your company is a wholesale distributor of office
supplies, currently accomplishing all accounting
functions by "hand." The decision has been made
to use a Fortune 32:16 and BAS to automate your
office.

Assume that proper configuration of hardware has
been accomplished.

You wish to use Purchase Orders, Accounts Payable
and General Ledger on the Fortune 32:16. You also
want to have the custom report generation feature,
but do not intend to do any Business BASIC III
coding.

What software must you install? Number the
entries in the order in which you would load them
on the system:

——— Purchase Orders

General Ledger

Business BASIC Interpreter
IDOL

Accounts Payable
Accounts Receivable
You've loaded the software! Now, what are the

three user "control records" which must be entered
to establish the operational guidelines for BAS?




LAB:

INSTALLATION, continued

Working with your partner, complete the attached
wortksheets as follows:

Complete one INSTALLATION INFORMATION RECORD to
define the corporation:

Agree on a name for your corporation,

Establish the proper hardware information. You
WILL NOT use the INVOICE TEAR-OFF option, and you
WILL NOT be MULTI-COMPANY.

Complete one COMPANY INFORMATION RECORD: agree on
the two initials for your COMPANY CODE; you can
use the name of your corporation as your company
name .

Define "1" for the warehouse location. (WHY?)

Leave the rest of the fields blank. (WHY?)

Define yourself as an OPERATOR who can access all

selections within General Ledger, Purchase Orders,
and Business Utilities.

Enter your worksheets. Remember, to access BAS, you
must:

At the GLOBAL MENU, key B1 <RETURN> to select
Business Systems.

In response to "ENTER OPERATOR CODE:", key DOL
<RETURN> .

Enter Option No. 8, BUSINESS UTILITIES, to access
the screens which will allow you to enter your
records.




Installation Information Record Worksheet

Lol
s
Fc2/ N W G NS N N S S SN W S S

1 INSTALLATIONNAME £, WA AP LT P AP

alphanumeric

2 INSTALLATION DATE
mmddy'y

3 NUMBER OF TERMINALS s

1-8
4 NUMBER OF PRINTERS &
1-6
5 MATRIX PRINTER? (v/N) LYo oo o
1 23456

INVOICE TEAR-OFF? (Y/N) Zu
YN,

o

7 MULTI-COMPANY? (Y/N) JL/
YN



Company Information Records Worksheet

1- CMPY REC PREFIX

2=

COMPANY CODE

3AWAREHOUSE LOC

4 COMPANY NAME

10

11

12

13

SERVICE CHRG %
LAST OE ORD NO
LAST CUSINV NO
LAST PO NO

LAST AR ADJ NO
LAST AP ADJ NO
LAST CR MEMO NO
LAST DR MEMO NO

LAST STK REC NO

C

olphanumeric

olphanumeric

./

0-99.9 .

f ﬂz" - 4

numeric

[ NSRS SR WS I W— |
numernc

S S S S o—"
numeric

S S S —
numeric

S S ———
numeric

SN SO S S|
numeric

SN SRS T —
numeric

U SN R S —]
numeric




Operator Information Records Worksheet

1~-OPER REC PREFIX© O

2~ OPERATOR CODE £ ¢#4.4 LW

olphanumeric

3 OPERATOR NAME Lﬁj 17,‘1# 1’24 ,ﬁ’: v'[;?.'; rﬁ;”*‘ ¥ : FM@J AR WO NS WS NN NN U Y U WA SRS WA N NN A N
olphonumeric
4 A APPLIC. CODES 1/'}-'[-14 F ISR YT TR VNS VA NN WU SN SN S S SN SN SN N |

GL-FA-PR-AP-PO-AR-OP-UT-ALL

e

7 2o AL 0P UT




GENERAL LEDGER OVERVIEW

THE GENERAL LEDGER 1S THE HEART OF A BUSINESS ACCOUNTING
SYSTEM. IT ACCUMULATES THE ACCOUNTING IMPACT OF FINANCIAL
TRANSACTIONS RECORDED IN OTHER SYSTEMS.

THE GENERAL LEDGER RECORDS FINANCIAL TRANSACTIONS THROUGH
JOURNAL ENTRIES. EACH JOURNAL ENTRY POSTS DECREASES AND
CORRESPONDING INCREASES TO SPECIFIC ACCOUNTS. THESE
ACCOUNTS ARE ORGANIZED IN A NUMBERED HIERARCHY CALLED THE
CHART OF ACCOUNTS, BEGINNING WITH ASSETS, LIABILITIES,
RETAINED EARNINGS, REVENUES AND EXPENSES. THIS ORGANIZATION
PROVIDES AN ACCURATE RECORD OF ALL TRANSACTIONS AND CAN BE
(f SUMMARIZED INTO REPORTS ON THE COMPANY'’S OVERALL PERFORMANCE:

0 TRIAL BALANCE - LISTING OF EACH ACCOUNT
‘ FOR THE ACCOUNTING PERIOD

0 INCOME STATEMENT - HOW MUCH MONEY THE COMPANY
HAS MADE (LOST)

0 BALANCE SHEET - HOW MUCH CASH DOES THE COMPANY HAVE;
HOW MUCH IS OWED THE COMPANY; WHAT
IS THE VALUE OF THE COMPANY

0 CAPITAL STATEMENT - HOw ARE THE INVESTORS DOING

GENERAL LEDGER OBJECTIVES:

KEEP TRACK OF THE COMPANY’'S ASSETS AND LIABILITIES
PROVIDE INCOME, EXPENSE AND TAX INFORMATION
PROVIDE MANAGEMENT WITH REPORTS TO AID IN CONTROL
MAINTAIN INTEGRITY OF ACCOUNTING INFORMATION

o O O O

C

1. ,
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GENERAL LEDGER

Q G/L MASTE JOURNAL CLOSING
DESC PD. RECORD

(CGLMS) (CGLDS)

JOURNAL \/QOURNAL G/L OTHER
ENTRY ENTRIES |———)| TRANS. BAS ——
\(CJREN) (CGLTR) APPS
/

_(:,7

AP: Month-End Update —
(passes CAPDF)
JOURNAL OP: Sales Journal —
ACT. PT. Inv.Adj.Journal
' AR: Sales Journal
l Cash Rec. Journal
‘ Adjustments Journal [
ACTIVITY |~ Statement Printing
REPORT Commissions Report
Misc.Receipts Entry
FA: Asset Dep. Update -
Asset Transfer
TRIAL BAL/ » PR: G/L Dist. Report “J

DET. REPORTS

TRIAL I ¢
BALANCE

DETAIL REP.
TRANS REG.
G/L

~ UPDATE /7

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT



INTEGRATION WITH OTHER BAS APPLICATIONS

ORDER ACCOUNTS ACCOUNTS

PROCESSING PAYABLE RECEIVABLE

SALES @VENTORY ADJ.Q G/L DIST. FILE:
JOURNAL JOURNAL <fAYABLES <i‘ JOURNAL

. PAYMENTS
- | /CASH RECEIPTS
JOURNAL (::
|/ ADJUSTMENTS <;

JOURNAL

/GENERAL LEDGER

é____.——.

TRANSACTION FILE

PAYROLL

N

|_(SALES
COMMISSIONS

__<§ERVICE CHARGES(:T

FIXED
ASSETS

UPDATES IN OTHER BAS APPLICATIONS MOVE TOTALS INTO THE

GENERAL LEDGER TRANSACTION FILE.

2.
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A
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1 . o l[;. " F‘,!' "/7/ /\.' wa/ :
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"
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O ¥ A &
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#

GENERAL LEDGER'

DATA ENTRY AND MAINTENANCE REPORTS
l. JOURNAL ENTRY 11. JOURNAL ACTIVITY
2. CHART OF ACCOUNTS 12. TRIAL BALANCE/DETAIL REPORT
3. JOURNAL DESCRIPTION 13. QUARTERLY TRIAL BALANCES5
4. CLOSING PERIOD RECORD 14, INCOME STATEMENT

5. INCOME STATEMENT ACCT RECORD 15. BALANCE SHEET

6. INCOME STATEMENT FORMAT 16. CAPITAL STATEMENT
7. BUDGET MASTER : 17. CHART OF ACCOUNTS REPORT
8. COLLECT GL TRANS (FLOPPY) 18. INCOME STATEMENT FORMAT REPORT
9. CLEAR G/L YTD BALANCES 19. BUDGET MASTER REPORT
(%: 10. CHANGE DATE AND TIME 20. SELECTED ACCOUNTS REPORT

21. SELECTED ACOUNTS DISPLAY

ENTER SELECTION OR END:

— A P }
Vi
/

p i'fﬁ} o
o A S
Ul gttt ot " /A;) ez

i




BAS GENERAL LEDGER SYSTEM

EEAEUBE BENEEIT

_Automatic Posting Eliminates reporting errors
and facilitates month-end
closing

Audit Trails Detailed audit trails enables
user to trace source of
entries

Flexible Income Statement Format Budgetary comparisons and
flexible income statement
format allow for meaningful
reports for accounting period

Accounting Periods May be Kept Allows keeping GL open past
Open Indefinitely month end without interfering
with daily processing

Interacts with other BAS - General Ledger becomes a

Applications byproduct of other
applications--saves time and
dollars

On-Line Inquiry Budget and hisfory information

available for inquiry into
critical accounts

4.
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GENERAL LEDGER DOCUMENTS

INPUT DOCUMENTS

SOURCE DOCUMENTS FOR JOURNAL ENTRY ARE:
1. JOURNALS, LEDGER CARDS

QUTPUT DOCUMENTS

1. JOURNAL ACTIVITY REPORT
2. TRIAL BALANCE
3, DETAIL REPORT
4, TRANSACTION REGISTER
(« 5. INCOME STATEMENT
6. BALANCE SHEET
7. CAPITAL STATEMENT

5.
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POST BUSINESS
TRANSACTIONS

RUN TRIAL
BALANCE

MAKE ADJUSTING
ENTRIES

PREPARE TO
(\- RUN FINANCIAL
/ STATEMENTS

CLOSE MONTH
AND RUN
FINANCIALS

7

General Ledger

PROCESSING CYCLE

JOURNAL ENTRY
(1)

Writes transactions

Month-End Routines in
Other BAS Applications

to G/L Transaction
File ‘

V

JOURNAL ACTIVITY REPORT
(11)

e - - - |Audit Trail

TRIAL BALANCE
(12.1)

**REPEAT FIRST 2 STEPS**

DETAIL REPORT

- - - 4Audit Trail

__

. -~ ~jJAudit Trail

-

(12.2)
TRANSACTION REGISTER

(12.3)
UPDATE

(12.4)

Updates G/L Master
File; removes detail

and advances period

INCOME STATEMENT
(14)

BALANCE SHEET

(15)

CAPITAL STATEMENT
(16)

CONSOLIDATED REPORTS
(14-16)

6.
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General Ledger

MONTH-END PROCEDURES

Perform MONTH-END procedures in all other BAS applications.
After closing each application, print a JOURNAL ACTIVITY
REPORT.

Make JOURNAL ENTRIES and print a JOURNAL ACTIVITY REPORT.

Print TRIAL BALANCE, GENERAL LEDGER DETAIL and GENERAL
LEDGER TRANSACTION reports for each company code.

After all information has been reviewed and approved, UPDATE
GENERAL LEDGER. REMOVE the month's detail information and
ADVANCE closing period to the new month.

Print INCOIE STATEMENTS for each company code.
Print BALANCE SHEETS for each company code.
Print CAPITAL STATEMENTS for each company code.

Print consolidated versions of income statement and balance
sheet.

-

QUARTER-END PROCEDURES

Perform normal month-end cycle and closing procedures as
above, but print a QUARTERLY TRIAL BALANCE.

Optional: Select guarterly totals to print on Income
Statenent.

YEAR-END PROCEDURES

Perform normal month-end and quarter-end closing procedures
as above,

Change the CLOSING PERIOD RECORD, Field 6, to the value 0.
Perform CLEAR G/L YTD BALANCES (Option 9).

Select change option on CLOSING PERIOD RECORD and ensure
that:

- All closing dates for the new year are correct
- Field 4, LAST PERIOD, is set to 00

Field 5, LAST QUARTER, is set to 00

Field 6, YEAR-END IND, is set to 01

Field 7, CURRENT PERIOD, is set to 01



REPORTS: General Ledger

INQUIRY

SELECTED ACCOUNTS DISPLAY
Displays current month activity on any G/L accounts;
operator may "page" through all accounts or selected
accounts. Totals displayed at end.

MANAGEMENT. BEPOBIS

TRIAL BALANCE
Trial Balance: Lists each G/L account balance and
activity total for current period.
Lists previous month and year-to-date
balances. Used to confirm entire chart
of accounts is in balance.

G/L Detail Report: Lists detail and source (journal number)
of each debit and credit amount posted
to each G/L account for current period
and current balance.

Transaction Lists detail and source of transactions
as above report, but without balances.

QUARTERLY TRIAL BALANCE REPORT
Lists each G/L account balance for previous and current
quarter and year-to-date account balances ("Current
Balance"). Can only be printed if last period closed is 3,
6, 9 or 12 and may be used to update last quarater closed.

INCOME STATEMENT
Summarizes results of financial activity during current
period. Provides comparisons to budget for current month
and Y-T-D, User defines headings, detail and total lines.

BALANCE SHEET
Lists asset, liability and equity accounts in G/L account
number order. Consolidated option consolidates all profit
center balances.

CAPITAL STATEMENT
Reports amount of retained earnings in owner's equity
accounts. Shows previous year and current year totals.

VASTER.EILE.REPOBIS

CHART OF ACCOUNTS ,
Lists each G/L account in chart of accounts (or selected
accounts). Option to print monthly account activity totals
for each account for current and prior year.

8.
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AS OF: 02/27/82 ON: 01/04/83 _ PAGE: 1

REPORT NUMBER (1.12)

THE ATHLETIC SUPPORTER
HONTHLY TRIAL BALANCE
dTILETIC SUPPORTER - CORPORATE (HQ) ACCOUNTING PERIOD 2 MONTH END 02/28/82

~———=~PREVIOUS MONTH———— ~————CURRENT MONTH-~--———— -——-YEAR TO DATE BALANCE—

ACCOUNT ACCOUNT
NUMBER DESCRIPTION DEBIT CREDIT DEBIT CREDIT DEBIT CREDIT
1010  CASH - GENERAL CHECKING 9,464.50 3,000.00 8,712.24
1020  CASH - SAVING ACCOUNT 0.00 6,740.00 95,260.00
1030  CASH - PAYROLL ACCOUNT 1,500.00 10,000.00 8,500.00
1090  PETTY CASH 0.00 0.00 250.00
1100  ACCOUNTS RECEIVABLE (CONTROL) 11,005.00 8,000.00 126,735.11
1150  EMPLOYEE RECEIVABLES - ADVANCES 0.00 0.00 0.00
1190  ALLOWANCE FOR DOUBTFUL ACCOUNTS 300.00 0.00 2,800.00
1300 INVENTORY 12,355.00 3,000.00 15,355.00
1410 PREPAID EXPENSES - RENT 0.00 0.00 $,000.00
1420 PREPAID EXPENSES - INSURANCE 0.00 0.00 7,500.00
1490  DEPOSITS ) 0.00 0.00 2,500.00
1610  FIXED ASSETS - MACHINERY & EQUIPMENT 5,000.00 0.00 50,000.00
1620  FIXED ASSETS - FURNITURE & FIXTURES 100.00 0.00 1,100.00
1630  FIXED ASSETS -~ VEHICLES 2,000.00 0.00 47,000.00
1710 ACCUN. DEPRECIATION - MACHINERY & EQUIP. 200.00 0.00 a2,825.00
1720  ACCUM. DEPRECIATION - FURNITURE & FIXT. 0.00 0.00 112.50
1730  ACCUM. DEPRECIATION - VEHICLES 0.00 0.00 18,900.00
1790 INTERCOMPANY TRANSFERS 0.00 0.00 0.00
1900  OTHER ASSETS 0.00 0.00 2,500.00
2000 ACCOUNTS PAYABLE - TRADE 11,029.50 3,000.00 20,369.50
00  COMMISSIONS PAYABLE 0.00 0.00 0.00

(j(.:o NOTES PAYABLE - CURRENT YEAR PORTION 1,000.00 0.00 7,700.00
2300 NOTES PAYABLE - LONG-TERM PORTION 12,000.00 0.00 155,300.00
2700 SALES TAX PAYABLE 0.00 0.00 6,374.23
2800 PAYROLL TAXES PAYABLE 0.00 0.00 5,000.00
2825  PAYROLL TAXES PAYABLE - FICA (EMPLOYEE) 0.00 0.00 0.00
2850 PAYROLL TAXES PAYABLE - STATE 0.00 0.00 0.00
2875 PAYROLL TAXES PAYABLE - SDI 0.00 0.00 0.00
2890  PAYROLL TAXES PAYABLE - LOCAL 0.00 0.00 0.00
2900 ACCRUED PAYROLL 700.00 0.00 700.00
2950  ACCRUED PAYROLL TAXES 150.00 0.00 150.00
2990  ACCURED FRINGE BENEFITS 0.00 0.00 0.00
2999  ADVANCED EARNED INCOME CREDIT 0.00 0.00 0.00
3000  COMMON STOCK 0.00 0.00 93,645.00
3200 PAID-IN CAPITAL 0.00 0.00 50,000.00
3500 RETAINED EARNINGS - PRIOR YEARS 0.00 0.00 25,000.00
3600 RETAINED EARNINGS — CURRENT YEAR 0.00 0.00 15,768.88
4010 SALES - SPORTING GOODS 33,106.98 24,000.00 57,106 .98
4030 SALES - PRO SHOP FEES 0.00 0.00 0.00
4040 SALES - SERVICE CHARGES 2,004.00 2,500.00 4,504.00
4080 SALES RETURNS & ALLOWANCES 350.00 1,000.00 1,350.00
4090 SALES DISCOUNTS 1,200.00 900.00 2,100.00
4900 INTEREST INCOME 720.02 1,500.00 2,220.02
4999  MISCELLANEOUS INCOME 474.00 1,900.00 2,374.00
5010  COST OF SALES - SPORTING GOODS 10,000.00 5,000.00 15,000.00

9.




AS OF: 02/27/82 ON: 01/04/83 i PAGE: 2
REPORT NUMBER {1.12)

THE ATHLETIC SUPPORTER

MONTHLY TRIAL BALANCE

d&mc SUPPORTER - CORPORATE (HQ)  ACCOUNTING PERIOD 2 MONTH END 02/28/82
ACCOUNT ACCOUNT ———PREVIOUS MONTH—— -——CURRENT MONTH————— ————-YEAR TO DATE BALANCE-———
NUMBER DESCRIPTION DEBIT CREDIT DEBIT CREDIT DEBIT CREDIT

5090  PURCHASES DISCOUNTS 2,000.00 0.00 2,000.00
6010  SALARIES & WACES 3,000.00 1,900.00 4,900.00
6011  SALARY & WAGES - OVERTIME 500.00 0.00 500. 00
6012 SALARY & WAGES - PREMIUM 0.00 0.00 0.00
6013  SALARY & WAGES - SICK PAY 0.00 500.00 500. 00
4014  SALARY & WAGES - HOLIDAY PAY 400.00 0.00 400.00
4015  SALARY § WAGES - VACATION PAY 0.00 500.00 500.00
6016  SALARY & WAGCES - OTHER PAY 0.00 0.00 0.00
6017  SALARY & WAGES - BONUS EARNINGS 600.00 0.00 600.00
6018  SALARY § WAGES - PER DIEM PAY 0.00 " 0.00 0.00
6019  SALARY & WAGES - MISCELLANEOUS 0.00 0.00 0.00
6020  COMMISSIONS EXPENSE 500.00 1,000.00 1,500.00
6060  PAYROLL TAXES - FICA 1,100.00 500.00 1,600.00
6070  PAYROLL TAXES - FUTA 1,000.00 600.00 1,600.00
6080  PAYROLL TAXES - SUI 125.00 100.00 225.00
6100  FRINGE BENEFITS 800.00 400.00 1,200.00
6110  FRINGE BENEFITS - WORKER'S COMPENSATION 0.00 0.00 0.00
6210  RENT 0.00 500. 00 500.00
4220  UTILITIES 0.00 50.00 50.00
6230  BUILDING MAINTENANCE 100.00 50.00 150.00
00  OFFICE EXPENSES 500.00 400.00 : 900. 00
40  TRAVEL & LODGING 150.00 0.00 150.00
6500  FREIGHT-IN EXPENSE 900.00 200.00 1,100.00
6600  FREIGHT-OUT EXPENSE 105.00 : 0.00 105.00
4700  DEPRECIATION & AMORTIZATION 0.00 0.00 0.00
6800  SALES TAX EXPENSE 225.00 350.00 575.00
&850  INTEREST 300.00 190.00 4%0.00
6900  MISCELLANEOUS EXPENSE 255.00 300.00 555.00
9000  INCOME TAXES - FEDERAL 900.00 800.00 1,700.00
9100  INCOME TAXES - STATE 490.00 350.00 840.00
9900  INCOME TAXES - LOCAL 60.00 50.00 110.00
&k TOTALS ¥k 44,334.50 64,334.50 39,640.00 39,640.00 451,231.23  451,231.23

@ : ' 10.



PERIOD: 1 AS OF: 01/31/82 ON: 01/04/83
REPORT NUMBER (1.14)

——— CURRENT MONTH
ACTUAL VARIANCE

AMOUNT ANOUNT % AMOUNT
25000 33107 98.7 8107
{1250) (350) 1 9200
{500) {1200) 3.5 {700)
23250 31557 94.0 8307
1000 2004 6.0 1004
24250 33561 100.0 9311
10000 10000 29.8 0
730 1003 3.0 {255)
10750 11005 32.8 {235)
1500 2000 6.0 500
{9250) {9005) {26.8) 245
15000 24556 73.2 (9556)
750 720 2.2 (30)

0 a74 1.4 474
15750 25750 76.7 10000
S5000 8025 23.9 (3025)
250 100 .3 150
100 500 15 1400)
200 150 .5 50
1500 0 .0 1500
0 2a5 7 {225)

&00 300 .9 300

0 253 .8 {255)
7650 9355 28.5 {1905)
8100 16195 48.3 8095
{1000) (900) {2.6) 100
{500) {490) 1.4) 10
{50} {60) (.1 (10)
{1550} £1450) 4.3 100
6550 14745 43.9 8195

THE ATHLETIC SUPPORTER
INCOME STATEMENT
ATHLETIC SUPPORTER ~ CORPORATE (HQ)

DESCRIPTION

INCOME:

SALES:
SALES - SPORTING GOODS
LESS: SALES RETURNS & ALLOWANCES
LESS: SALES DISCOUNTS
GROSS SALES
SALES - SERVICE CHARGES
TOTAL SALES

COST OF GOODS SOLD:
COST OF SALES - SPORTING GOODS
FREIGHT EXPENSES
GROSS COST OF GODODS S0LD
PURCHASES DISCOUNTS
NET CO5T OF GDODS SOLD
GROSS PROFIT
INTEREST INCOME
MISCELLANEOUS INCOME
NET SALES

EXPENSES:

TOTAL PERSONNEL EXPENSES

TOTAL FACILITIES EXPENSES

TOTAL ADMINISTRATIVE EXPENSES

TRAVEL & LODGING EXPENSES

DEPRECIATION & AMORTIZATION

SALES TAX EXPENSE

INTEREST EXPENSE

MISCELLANEOUS EXPENSES

TOTAL EXPENSES
PRE-TAX PROFIT {LOS5)

INCOME TAX ALLOWANCES
FEDERAL
STATE
LOCAL
TOTAL ALLOWANCE FOR TAXES

NET PROFIT (LOSS)

11.

QUARTER - TO - DATE

BUDGET ACTUAL VARTANCE

AMOUNT AMOUNT ) AMOUNT
25000 33107 98.7 8107
(1250) {350) (1) 900
(500) {1200} (3.5 {700)
23250 31557 94.0 8307
1000 2004 6.0 1004
24250 33561 100.0 9311
10000 10000 29.8 0
750 1005 3.0 {255)
10750 11005 2.8 {255)
1500 2000 6.0 500
(9250) {9005) (26.8) 245
15000 24556 73.2 (9556}
750 720 2.2 {30)
0 4a74 1.4 q74
15750 25750 76.7 10000
5000 8025 23.9 {3025)
250 100 .3 150
100 500 1.5 1400)
200 150 5 50
1500 0 .0 1500
0 225 i {22%)
600 300 .9 300

0 235 .8 {253)
7650 9355 2.5 {1905)
8100 16195 48.3 8095
(1000} {900} (2.6 100
{300) {490) 1.9 10
(50 (60) <.1) {10}
{1550} {1450) {4.3) 100
6550 14745 43.9 8195




AS OF: 01/04/83 ON: 01/04/83 v : PAGE 1
REPORT NUMBER (1.15) THE ATHLETIC SUPPORTER
G/L BALANCE SHEET LAST PERIOD CLOSED IS5 1
ATHLETIC SUPPORTER - CORPORATE {(HQ)

C

ASSETS
ACCOUNT DESCRIPTION AMOUNT SuB TOTAL
NUMBER
1010 CASH - GENERAL CHECKING................. 5,712.24
1020 CASH - SAVING ACCOUNT................... 102,000.00
1030 CASH - PAYROLL ACCOUNT.................. 1,500.00CR
1090 PETTY CASH. ... 250.00 106,462.24
1100 ACCOUNTS RECEIVABLE (CONTROL)........... 118,735.11
1150 EMPLOYEE RECEIVABLES — ADUANCES......... 0.00
1190 ALLOWANCE FOR DOUBTFUL ACCOUNTS......... 2,800.00CR 115,935.11
1300 INVENTORY...........ooiiiiiiia, 12,355.00 12,355.00
1410 PREPAID EXPENSES ~ RENT................. $,000.00
1420 . PREPAID EXPENSES - INSURANCE............ 7,500.00
1490 DEPOSITS. ..o 2,500.00 15,000.00
1610 FIXED ASSETS ~ MACHINERY & EQUIPMENT.... 50,000.00
1620 FIXED ASSETS - FURNITURE & FIXTURES..... 1,100.00
1630 FIXED ASSETS - UEHICLES................. 47,000.00 98,100.00
1710 ACCUM. DEPRECIATION - MACHINERY & EQUIP. 22,825.00CR
120 ACCUM. DEPRECIATION - FURNITURE & FIXT.. 112.50CR
1730 ACCLM. DEPRECIATION - VEHICLES.......... 18,900.00CR
1790 INTERCOMPANY TRANSFERS............. . 0.00 41 ,837.50CR
1900 OTHER ASSETS. ..., 2,500.00 2,500.00 308,514.85
xkek TOTAL doock 308,514.85

12.



AS OF: 01/04/83 ON: 01/04/83

REPORT NUMBER (1.15)

ACCOUNT
NUMBER

2000
2100
2200
2300

2700

THE ATHLETIC SUPPORTER

G/L BALANCE SHEET

ATHLETIC SUPPORTER - CORPORATE {HQ)

LIABILITIES

DESCRIPTION

COMMISSIONS PAYABLE.....................
NOTES PAYABLE - CURRENT YEAR PORTION....
NOTES PAYABLE - LONG-TERM mlﬂl .......
SALES TAX PAYABLE.......................
PAYROLL TAXES PAYABLE...................
PAYROLL TAXES PAYABLE - FICA (EMPLOYEE).

PAYROLL TAXES PAYABLE - STATE...........
PAYROLL TAXES PAYABLE - SDI.............

PAID-IN CAPITAL..................oellll.
RETAINED EARNINGS - PRIOR YEARS.........

RETAINED EARNINGS - CURRENT YEAR........

ook TOTAL sdokkk

17,369.50
0.00
7,700.00
155,300.00
6,374.23
5,000.00
0.00

0.00

0.00
0.00

700.00DR
150.00DR

0.00
0.00

93,645.00

50,000.00

25,000.00DR

1,023.880R

13.

PAGE 2

LAST PERIOD CLOSED IS 1

SuB TOTAL

17,369.50

0.00
7,700.00

155,300.00

6,374.23

5,000.00

850.00DR  190,893.73DR
93,645.00

50,000.00

25,000.00DR

1,023.88DR 117,621 .120R

308,514.85




-y

AS OF: 01/04/83 ON: 01/04/83
REPORT NUMBER (1.15) THE ATHLETIC SUPPORTER
G/L BALANCE SHEET
ATHLETIC SUPPORTER - CORPORATE (HQ)

mTIO ANALYSIS

CURRENT RATIO. 9.65:1
ACID TEST RATIO 8.27:1
EQUITY RATIO .68:1
CURRENT ASSETS / FIXEb ASSETS 2.18:1
DEBT TO EQUITY RATIO 1.97:1

¥k INVENTORY EQUAL ZERD ~ INVENTORY TURNOVER RATIO NOT CALCLLATED

14.




AS OF: 09/01/83 ON: 09/01/83
REPORT NUMBER (1.16}

ACCOUNT
BER ACCOUNT DESCRIPTION

COMPANY: LAKESIDE 5.G. - HEADQUARTERS (HQ}
3000 COMMON STOLK

3200 PAID-IN CAPITAL

3500 RETAINED EARNINGS -~ PRIOR YEARS
3600 RETAINED EAPNINGS - CURRENT YEAR

TOTALS

ELAINE'S SPORTING GOODS, LTD.
CAPITAL STATEMENT REPORT

LAST YEARS TOTAL THIS YEARS TOTAL % CHANGE
10,000.00 20,000.00 + 100.00%
50,000.00 100,000.00 + 100.00%
25,000.00DR 50,000.00DR + 100.00%

.00 18,509 .85DR + .00%
35,000.00 91,490.15 + 47.11%
15.



0 INFORMATION NEEDED: *

o List of present chart of accounts numbers
o Month-end dates for current fiscal year
o] Prior accounting period's Income Statement
o Prior accounting period's Balance Sheet

OPTIONAL:
o Income Statements for prior fiscal year
o Budget Information for prior and current year

DECISIONS TO BE MADE:

Operator selector access

Chart of accounts numbering scheme**
Journal Descriptions

Income Statement Layout

00O0O

WORKSHEETS TO BE COMPLETED AND ENTERED:

Company Setup:

. o Installation Worksheet
(;= o] Company Information Worksheet

Operator Access:

o Operator Information Worksheet
o] Business Applications/Selector Security
o General Ledger Selections

Master Files:

Chart of Accounts Worksheet
Closing Period Record Worksheet
Journal Description Worksheet
Budget Master Worksheet (Optional)
Income Statement Format Worksheet
Income Statement Account Record

0O0O00O0O0

NOTES:

* This information must be compiled for each company code

** Chart of Accounts numbering scheme affects format of Balance
Sheet

G ' 16.
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GENERAL LEDGER SETUP, cont.

AFTER WORKSHEETS HAVE BEEN ENTERED:

1.

2.

9.
10.

Backup data through END OF DAY

Take BALANCE SHEET from last accounting period closed.
You will bring these balances forward through JOURNAL
ENTRY.

Change the CLOSING PERIOD RECORD as follows:

7. CURRENT PERIOD: Period Just Closed (i.e., the
period for which you are
entering the balances.)

4. PREVIOUS PERIOD: Period Prior

Using JOURNAL ENTRY (option no. 1 from G/L Selector),
make one set of entries, recording each account
balance.

Print JOURNAL ACTIVITY report for audit trail.

Print TRIAL BALANCE

Print MONTHLY DETAIL REPORT

Do G/L UPDATE: Answer YES to delete current month
detail and YES to advance current period.

Print financial statements.

Backup data through END OF DAY.

17.
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Chart of Accounts Worksheet

'1-COMPANY CODE M

2= ACCOUNT NUMBER

3

SUB ACCOUNT #

4A ACCT DESCRIPTN

6

10

11

12

13

14

15

16

17

18

19

20

DR-CR IND
RATIO IND

BAL FWD LAST YR
LSTYR AMT PRDO1
LSTYR AMT PRD02
LSTYR AMT PRDO3
LSTYR AMT PRDO4
LSTYR AMT PRDO0S
LSTYR AMT PRDO06
LSTYR AMT PRDO7
LSTYR AMT PRDO08
LSTYR AMT PRD09
LSTYR AMT PRD10
LSTYR AMT PRDI11

alphanumeric

[ { L , .

numeric

I | N \ ,

numeric

L 1 1 N N .

alphanumeric

—

| 1 ' .

alo vt

numeric

Ll \ , \ ,

numeric

(AR WO WP W W |

numeric

L | " N N ,

numeric

1 1 1 N L

numeric

L | 1 N . \

numeric

L 1 1 . , ,

numeric

L i N \ , I

numeric

L L \ \ ,

numeric

L 1 1 \ . ,

numeric

L | n N , .

numeric

numeric

[ 1 1 \ , .

numeric

21

26

27

29

30

31

32

CURYR AMT PRDO1 11

numeric

CURYR AMT PRDO2 11

numeric

CURYR AMT PRDO3 1.

numeric

CURYR AMT PRDO4

numeric

CURYRAMT PRDOS Cy

numeric

CURYR AMT PRDO6 .

numeric

CURYR AMT PRDO7

numeric

CURYR AMT PRD0S .

numeric

CURYR AMT PRDO9 .

numeric

T

CURYR AMT PRD10 .

numeric

CURYR AMT PRD11 L 1

numeric

CURYR AMT PRD12 L. .

numeric -




1-GL PRD REC KEY
2= COMI;‘ANY CODE |
3 RTNED EARN AMT
4A LAST PERIOD

5A LAST QUARTER
6A YEAR END II\'ID

7 A CURRENT PERIOD

8 TRAN SEQ CNT

Closing Period Record Worksheet

computer controlled

9ACLOSE PERIOD 01 /177
mm d
10ACLOSE PERIOD (2 L1

alphanumeric
Lo e P 4070 1IACLOSEPERIOD 3 Ly
12ACLOSE PERIOD 04 L1

13ACLOSE PERIOD 05 1

14ACLOSE PERIOD 06 L1

e o 1SACLOSE PERIOD 07 1.
— 16ACLOSE PERIOD 08 L.
17ACLOSE PERIOD 09 L1

18ACLOSE PERIOD 10 L1

~19ACLOSE PERIOD 11 L1

20ACLOSE PERIOD 12 1

21 NOT USED T

22 RETND EARN ACCT 1

4

numeric

19,

e -~




-

Journal Description Worksheet

1-COMPANY CODE

alphanumeric

2-JOURNALNUMBER « o 1 1 o 777/

numeric I AR
3 DESCRIPTION - —t gy gy
v alphanumeric

20,




Income Statement Layout Worksheet .

Subuccoun' 7 Type Subtotal Indicator (_ or A)
Number Description (HDT1 2 34 56 7 8 9101112

£/

[ ]

|

<y
¢ “}
i “~

4

i 4

TN s

SN
\T\
SR
{

AN Iy
3
W,

"\,

N

5.
YNy

TR EVAYS

I




1-

2-

3

4A INCM STMT TYPLN

10

11

12

13

14

COMPANY CODE

GL SUB ACCT ¢#

P-L HDNG DESC

THIS YR CPRD GL

LAST YR CPRD GL

THIS YR YTD GL

LAST YR YTD GL

PL SUBTOT INDO1

PL SUBTOT INDO2

PL SUBTOT INDO03

PL SUBTOT INDO4

PL SUBTOT INDOS

PL SUBTOT INDOé6

Income Statement Format Worksheet

—
alphanumeric

/
| A W T T |

numeric

L 1 1 I L

alphanumeric

—
H-D-T

L 1 1 1 i

numeric

! 1 1 1 1

numeric

L 1 1 1 1

numeric

L 1 1 1 1

numeric
(/‘
Wl

' A or blank

—
A or blank

—
A or blank

—
A or blank

—
A or blank

—
A or blank

22,

15 PL SUBTOT INDO7
A or blank

16 PL SUBTOT INDO8
A or blank

17 PL SUBTOT IND09® 1
A or blank

18 PL SUBTOT IND10
A or blank

19 PL SUBTOT IND11 .
A or blank

20 PL SUBTOT IND12
A or blank




C

Income Statement Acct Record Worksheet

1- GLCTL REC KEY
2 AGRS PROFIT ACCT
3 ATOT SALES ACCT
4 ACOST GOODS ACCT
5 ANET INCOME ACCT
6 ATOT EXPENSE ACC
7 DEPT POSITION
8 AP/L BEFORE TAX
9 AP/L AFTER TAX
10 ABEG P/L SUB ACT
11 ABEG EQUITY ACCT

12 AEND EQUITY ACCT

23,

AY

| S

numeric

! 1 1

numeric

numeric

L 1 1

numeric

L 1 1

numeric

[——
numeric

numeric

numeric

L 1 1

numeric

numeric

L L 1

numeric



Budget Master Worksheet

1-COMPANY CODE o1

alphanumeric

2=-GLSUBACCTNO e 1 1

numeric

3 NOT USED A —

4 BDGTAMTPRDO1 o o & o 1 3 1

numeric

s BDGTAMTPRDO2 1 1 1 1 4

numeric

6 BDGTAMTPRDO3 o« o+ 1+ 1 1 ¢+

numeric

7 BDGTAMTPRDO4 o 1 s 1 & o

numeric

8 BDGTAMTPRDOS . o o o o 1

numeric

9 BDGTAMTPRDO6 o o 1 1 & 1

numeric

10 BDGTAMTPRDO7 o o o & 1

numeric

11 BDGTAMTPRDO8 v 1 0 1 1

numeric

12 BDGTAMTPRD 09 v o o o 1 1

numeric

13 BDGTAMTPRD10 o i it L 4 0

numeric

14 BDGTAMTPRD11 o & 3 0 0 4 &

numeric

15 BDGTAMTPRD12 o o 1 1

numeric

16 NOT USED B o

24,



LAB EXERCISES




LAB: GL1

OBJECTIVE:

TASK:

STEPS: 1.

General Ledger: Conversion

Convert data files and company information to a form
which will be used by the Fortune 32:16 BAS General
Ledger System.

Information pertaining to the Chart of Accounts,
Accounting Closing Periods, and desired Income
Statement Format must be keyed into the system through
the appropriate file maintenance screens.

With your partner, complete the worksheets required to
establish:

(o)

CHART OF ACCOUNTS - Use the attached list of general
ledger accounts. CAREFULLY key in the entire list
using the appropriate file maintenance screen.

CLOSING PERIOD RECORD - Your company's fiscal year is
the calendar year. Use the last day of each month for
each closing period.

INCOME STATEMENT FORMAT - Set up the income statement
according to the sample. Remember that you must:

a. Map out the Income Statment using the INCOME
STATEMENT LAYOUT SHEET. Assign subaccount
numbers for every line (including extra blank
lines that you have inserted). :

b. Enter the lines through INCOME STATEMENT FORMAT.
Print an INCOME STATEMENT FORMAT REPORT when you
have entered all lines and check for accuracy.

c. Enter the appropriate subaccount and account
numbers requested on the INCOME STATEMENT ACCOUNT
RECORD.

d. Now go back into the CHART OF ACCOUNTS records
for your Income and Expense accounts and assign
the appropriate subaccount numbers.

JOURNAL DESCRIPTIONS - Establish the predefined
DESCRIPTIONS using the supplied list.

When you have completed all entries, print a fresh CHART
OF ACCOUNTS REPORT (without monthly histories) and an
INCOME STATEMENT FORMAT REPORT,. Show these reports to
the instructor. '




10000
10001
10003
10009

JOURNAL DESCRIPTIONS

JOURNAL DESCRIPTION

SALES JOURNAL
CASH RECEIPTS JOURNAL
SERVICE CHARGES JOURNAL

ASSET DEPRECIATION JOURNAL



CHART OF ACCOUNTS

Y
ACCOUNT NO. DESCRIPTION
1010 CASH
1100 ACCOUNTS RECEIVABLE
1190 ALLOWANCE FOR DOUBTFUL ACCOUNTS
1300 INVENTORY
1610 y FIXED ASSETS
1710 - ACCUMULATED DEPRECIATION
1900 OTHER ASSETS
2000 . ACCOUNTS PAYABLE
2020 COMMISSIONS PAYABLE
2050 SALES TAX PAYABLE
2800 PAYROLL TAXES PAYABLE
3000 COMMON STOCK
3200 : PAID IN CAPITAL
3500 ~ RETAINED EARNINGS - PRIOR YEAR
3600 ; RETAINED EARNINGS - CURRENT YEAR
4000 g SALES
4020 SALES RETURNS AND ALLOWANCES
4030 SALES DISCOUNTS
4100 INTEREST INCOME
4200 INCOME FROM RENTALS
/5000 COST OF SALES
5090 PURCHASES DISCOUNTS
6010 SALARIES AND WAGES
6020 COMMISSIONS EXPENSE
6060 PAYROLL TAXES
6110 RENT
6120 UTILITIES
6130 - BUILDING MAINTENANCE
6100 ~+ .-+  OFFICE EXPENSES
6200 ~ ~ - FREIGHT-IN EXPENSE
6210 T FREIGHT-OUT EXPENSE
6300 /¢ DEPRECIATON AND AMORTIZATION
6400 """~ SALES TAX EXPENSE
6500 7~ 7  INTEREST EXPENSES
6900 MISCELLANEOUS EXPENSE

8000 R INCOME TAXES
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Chart bf Accounts Worksheet

1-COMPANY CODE

”\w
]

[ ——
alphanumeric
2= ACCOUNT NUMBER b 01
numeric -
3 SUB ACCOUNT # —_—td
numeric
4A Accr DESCRIPTN L | 3 1 1 ] 1 1 ) 1 1 1 i 1 11 1 | ! | 1 1 1 1 1 L 1
alphanumeric
5Aa ACCT TYPE —
A-L-0
6 DR-CRIND —
D-C
7 RATIO IND —
1-6; A-F
8 BAL FWD LAST YR L 1 ! 4 il 1 1 1 J o L 1 J
numeric ' ’
9 LSTYR AMT PRDO1 b b L el 21 CURYR AMT PRDO1 i
numeric numeric
10 I_SmAMTPRDm e L b el 22 CURYRAMTPRDOZ‘ e
numeric numeric
11 LSTYRAMTPRDO3 w0 0 23 CURYR AMT PRDO3 1
numeric numeric
12 LSTYRAMTPRDO4 i o 0 0 0 o . 1 24 CURYR AMT PRDO4 .
’ numeric numeric
13 LSTYR AMT PRDG [N UG WONNUS WO U UNNY WA N | [T | 25 CURYR AMT PRDOS | WSS —
numeric numeric
14 LSTYR AMT PRD% e—do 1 2 1 1 1 ] L 1 J 26 CURYR AMT PRD% | S— 4
numeric numeric
15 LSTYR AMT PRDW [l 1 1 1 1 1 1 L J L 1 J 27 CURYR AMT PRDW L A A
numeric numeric
16 LSTYRAMTPRDO8 o o 4 0 0 0 3. g 28 CURYR AMT PRDO8 . .
numeric numeric
17LmRAMTPRDm b d b e 29 CURYR AMT PRDO9 1
numeric numeric
18 LSTYR AMT PRD10 —te e e 30 CURYR AMT PRD10 w1
numeric numeric
19 LSTYR AMT PRD11 [T SN S TRE SN SNNNNS SHNN TN RN S S | 31 CURYR AMT PRD11 1
numeric numeric
20 LISTYRAMTPRD12 i v 0 0 0 0 0 0 1 32 CURYR AMT PRD12 .
numeric ’ numeric




1-GL PRD REC KEY
2- COMPANY CODE
3 RTNED EARN AMT
4A LAST PERIOD

5A LAST QUARTER
6A YEAR END IND

7A CURRENT PERIOD

8 TRAN SEQ CNT

Closing Period Record Worksheet

* G

—
alphanumeric

(U T TN T N N TR N S

numeric

—
0-12

0-04

computer controlled

9 ACLOSE PERIOD 01
10 ACLOSE PERIOD 02
11ACLOSE PERIOD 03
12 ACLOSE PERIOD 04
13ACLOSE PERIOD 05
14ACLOSE PERIOD 06
15ACLOSE PERIOD 07
16 ACLOSE PERIOD 08
17 ACLOSE PERIOD 09

18ACLOSE PERIOD 10

-

~ 19ACLOSE PERIOD 11

20ACLOSE PERIOD 12

21 NOT USED

22 RETND EARN ACCT .

numeric

- ’.’4\
Il | IO NS B




Journal Description Worksheet

1-COMPANY CODE 1

alphanumeric

2-JOURNAL NUMBER w1 . 1

numeric

3 DmmoN . L 1 I Lod Il L 1 1 L L  — L L L

alphanumeric



INCOME:

SUPPLIES SALES
LESS:  SALES RETURNS AND ALLOWANCES
LESS: SALES DISCOUNTS

TOTAL SALES--

COST OF GOODS SOLD:
PaS

- COST OF SUPPLIES SALES
FREIGHT EXPENSES

LESS: PURCHASES DISCOUNTS
NET COST OF GOODS SOLD--
GROSS PROFIT--
INTEREST INCOME
RENTAL INCOME
NET INCOME--
EXPENSES:
X
- PERSONNEL EXPENSES
FACILITIES EXPENSES
OFFICE EXPENSES
DEPRECIATION AKND AMORTIZATION
SALES TAX EXPENSE
INTEREST EXPENSE
MISCELLANEOUS EXPENSE
TOTAL EXPENSES--
PRE TAX PROFIT (LOSS)--

INCOME TAXES:

NET PROFIT (LOSS) --



1=

z-

3

4A INCM STMT TYPLN

10

11

14

COMPANY CODE

GL SUB ACCT ¢

P-L HDNG DESC

THIS YR CPRD GL
LAST YR CPRD GL
THIS YR YID GL
LAST YR YTD GL
PL SUBTOT INDO1
PL SUBTOT INDO2
PLSUBTQTIND(B
PL SUBTOT INDO4
PL SUBTOT INDOS

PL SUBTOT IND06

Income Statement Format Worksheet

—_
alphanumeric

L A 1 Il L

numeric

| W T 1

aiphanumeric

d
H-D-T

L Ll d 1

numeric

numeric

[ I T 1 L

numeric

1 Il 1 1 1

numeric

o—

" A or blank

—
A or blank

—
A or blank

—
A or blank

—
A or blonk

e
A or blank

15 PL SUBTOT INDO7
A or blank

16 PL SUBTOT INDOC8
4 A or blank
P
17 PL SUBTOT INDO9 L
A or blank

18 PL SUBTOT IND10 w
A or blank

19 PL SUBTOT IND11 o
A or blank

20 PL SUBTOT IND12 o
A or blank



C

Income Statement Acct Record Worksheet

1-GLCTL REC KEY
2 AGRS PROFIT ACCT
3 ATOT SALES ACCT
4 ACOST GOODS ACCT
5 ANET INCOME ACCT
6 ATOT EXPENSE ACC
7 DEPT POSITION

| 8 AP/L BEFORE TAX
9 AP/L AFTER TAX

10 ABEG P/L sun ACT

11 ABEG EQUITY ACCT

12 AEND EQUITY ACCT

AY

| I

numeric

| I

numeric

| S—— 1

numeric

L 1 1

numeric

L i Il

numeric

[
numeric

L L 1

numeric

numeric

[ L A

numeric

L i d

numeric

[ i I

numeric




LAB: GL2

General Ledger: Bringing Balances Forward

2

Objective: Bring General Ledger balances forward from the
current accounting system in order to complete the
conversion to the BAS General Ledger system.

Task: Enter the balances in your General Ledger accounts
(as reported on your company's balance sheet from
the last month-end closing) into the appropriate
Chart of Accounts records, 4,%‘;ﬂ{

- /g/f“#-/k/‘:ﬂ{ yLorh i
{1

Steps: 1. Change fields #4 and #7 in the CLOSING PERIOD
RECORD to reflect that your are turning the clock -
back one month. ’

Ylad 2 e
2, Use JOURNAL ENTRY (assign a JOURNAL # and JOURNAL /
DESCRIPTION) to make one set of entries, recording
each account balance according to the attached
BALANCE SHEET.

3. Print:

a. JOURNAL ACTIVITY REPORT
b. TRIAL BALANCE

4, Select UPDATE GENERAL LEDGER , answering YES to
delete current month detail and YES to advance
current period.

5. Print the INCOME STATEMENT (Yearly totals only)
and BALANCE SHEET.

6. Show the instructor your financial statements.




ACCT,

1010
1100
1190
1300
1610
1710
1900

2000
2020
2050

/2800
3000
3200
3500
3600

#

XYZ COMPANY BALANCE SHEET

DESCRIPTION

ASSETS

CASH
ACCOUNTS RECEIVABLE

ALLOWANCE-DOUBTFUL ACCOUNTS

INVENTORY
FIXED ASSETS

ACCUMULATED DEPRECIATION

OTHER ASSETS

LIABILITIES
ACCOUNTS PAYABLE
COMMISSIONS PAYABLE
SALES TAX PAYABLE

PAYROLL TAXES PAYABLE

COMMON STOCK
PAID IN CAPITAL

RETAINED EARNINGS - PRIOR YR
RETAINED EARNINGS - CURRENT YR

AMOUNT

8000
10005

-500
¢”“8009;?¢{
50000
-12000

1500 TOTAL:

A
15000v

4000
2000
1000
10000
30000
3005
6:) NI TOTAL:

65005

65005




LAB: GL3

Genefal Ledger: Month-End

OBJECTIVE: Close the month and produce your fimancial
statements,
TASK: Make closing entries, update General Ledger, and
- produce an Income Statement and Balance Sheet.
STEPS : 1. Make the following Journal Entries (**remember,
you predefined JOURNAL DESCRIPTIONS at General
Ledger Conversion time. . .) to General Ledger to
post additional financial activity:
JOURNAL GL_# DEBIT ____CREDIT
SALES JOURNAL: /-t 0 1100 9000.00
4030 300.00
5000 5000.00
4000 9300.00
1300 5000.00
CASH RECEIPTS JOURNAL: 1010 6000.00
4020 200.00
7
4 57/1/ 1100 6200.00
2, Print a JOURNAL ACTIVITY REPORT.
3. Print a TRIAL BALANCE REPORT.
4, Select UPDATE GENERAL LEDGER, answering NO to
delete current month detail and YES to advance
current period.
5. Print the INCOME STATEMENT and BALANCE SHEET.
6. Show the instructor all of your reports. -




PURCHASE 'ORDERS OVERVIEW

PURCHASING INVOLVES:

0 PRODUCING PURCHASE ORDERS
0O RECEIVING AND INSPECTING GOODS
O APPROVING PAYMENT FOR GOODS

THE PURCHASE ORDER:
O IS A LEGALLY BINDING CONTRACT BETWEEN BUYER AND SELLER

O SERVES TO ADMINISTER A PURCHASE TRANSACTION THROUGH
- THE PURCHASING CYCLE:

1. AUTHORIZED REQUEST FOR GOODS OR SERVICES
PREPARED WITH ACCURATE VENDOR AND ITEM
DESCRIPTION

2. MATERIALS RECEIVED ARE COMPARED AGAINST
PURCHASE ORDER

3. PAYMENT OF INVOICE IS AUTHORIZED

| 1.
FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT




o

INTEGRATION WITH OTHER BAS APPLICATIONS

VENDOR
MASTER

AP

PURCHASE |¢___ mvsmoavé ,’
ORDERS | (MASTER OP

("f WITH AP: - SHARES VENDOR MASTERFILE

ON-SCREEN RECEIVING CONFIRMATION
VERIFIES RECEIPTS AND PRICES AND
FLAGS PURCHASE ORDERS AS "RECEIVED”
FOR INVOICE PAYMENT IN AP

WITH OP: ' SHARES INVENTORY MASTER FILE(S) WITH
OP TO COMPRISE COMPLETE INVENTORY
MAINTENANCE AND CONTROL SYSTEM:

. INCREASES 00 UPON ENTRY

. DECREASES 00 WHEN RECEIVED

. INCREASES OH WHEN RECEIVED

. UPDATES COST CHANGES, IF ANY,
WHEN RECEIVED

C

2.

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT




INVENTORY

MAS R
(CINV

PURCHASE ORDERS

MESSAGES
(cMFSL)

VENDOR
MASTER -
CVNMS )

PIOI
REGISTER

&

REGISTER

RECEIVING

CONF,

UOM
(CUCNF)

|

By:

PO #
VENDOR #
INV, #

ON ORDER

STATUS

RECEIVED

PO’s
(CRPOF)

( .

CLE €1 PRINT

| RECEIVING
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STOCK RECEIPTS ENTRY /-

VENDOR MASTER

INVENTORY ITEM MASTER
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UNIT OF.MEASURE CONVERSION
PURCHASE ORDER MESSAGES
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REPORTS

14. PURCHASE ORDER REGISTER
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#17. ON ORDER STATUS REPORT
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BAS PURCHASE ORDERS SYSTEM

EEATURE BENEEIT

Flexible on-line inquiry ' Immediate status of any
. By PO # purchasing activity in easy
. By Vendor # to read P.0O. format

. By Inventory Item #

Automatic unit of measure Eliminates manual processing
conversion and associated errors
P.0. Register ‘ Provides hard copy audit trail

of all P.O.'s

Open Order Report Allows you to see status of
all open P.O.'s in vendor OR
P.O. # sequence

On Order Status Report Allows you to see inventory
items on order

(w Automatic Inventory Update P.O. Entry updates on-order
quantities; Receipts update
on-hand quantities. Reports
derived from inventory
information allow you to
examine items on order so you
can decide whether to
replenish items, f£ind another
vendor. . .

Receiving Report Tracks recent stock receipts;
serves to keep accounting
department notified of
quantities actually received
and approved for payment

Full or Partial Receipts Partial shipments may be
received; inventory is
automatically updated while
balance due is retained

Receipts of Items Not Ordered, Provides system to update
‘ Through a Purchase Order inventory and produce audit
@ trail
4.
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PURCHASE ORDERS DOCUMENTS

INPUT DOCUMENT

SOURCE DOCUMENTS FOR PURCHASE ORDERS ENTRY ARE:

1. PURCHASE REQUISITION
2. NEW INVENTORY ITEMS, CHANGES, DELETIONS
3. NEW VENDORS, CHANGES, DELETIONS '

SOURCE DOCUMENTS FOR RECEIVING CONFIRMATION ENTRY ARE:

1. SHIPPER
2. VENDOR INVOICE

OUTPUT DOCUMENTS

. PURCHASE ORDERS
PURCHASE ORDER REGISTER
RECEIVING REPORT

COST ADJUSTMENT REPORT

. STOCK RECEIPTS JOURNAL
. DELETED QUANTITIES REPORT

oounrEWN =

ON _DEMAND REPORTS:

=

ON ORDER STATUS REPORT
2. OPEN PURCHASE ORDERS

‘E@

5.
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WRITE P/O

RECEIVE
and
APPROVE

-——— ———— — o=

Purchase Orders

PROCESSING CYCLE

PURCHASE ORDER ENTRY
(4)

{

PURCHASE ORDER PRINTING
(15)

¥

PURCHASE ORDER REGISTER
(14)

- o

RECEIVING CONFIRMATION
(3)

1 4

RECEIVING REPORT
(19)

.
- - - -

——— ——

DELETE P/O's

RECORD RECEIPT
of INVENTORY not
ORDERED by P/O

- .

creates P/O record
inc. INVENTORY OO

.| Audit Trail

J
N
( (@)

records receipts

dec. INVENTORY OO
inc. INVENTORY OH
approves payment

Audit Trail

\

SET/CLEAR P/O DELETIONS
(7)

A

DELETED QUANTITIES REPORT
(20)

sets or clears P/O's
for deletion

deletes P/0's
adjusts INVENTORY OO

- b o

Audit Trail

i

STOCK RECEIPTS ENTRY
(6)

%
STOCK RECEIPTS JOURNAL
(18)

6.

p.-—-.-

records receipts

inc. INVENTORY OH

Audit Trail

;

FORTUNE SYSTEMS MARKETING EDUCATION — PROPRIETARY DOCUMENT




MONTH=END

0 MAKEVSURE_THE RECEIVING CONFIRMATION AND STOCK RECEIPTS
ENTRY PROCEDURES ARE DONE FOR ALL ITEMS RECEIVED THROUGH
THE LAST DAY OF THE MONTH.

0 PRINT THE STOCK RECEIPTS JOURNAL AND RECEIVING REPORT.

0 PRINT AN OPEN PURCHASE ORDER REPORT AND REVIEW IT TO
DETERMINE IF ANY INACTIVE PURCHASE ORDERS SHOULD BE
DELETED

0 PRINT THE DELETED QUANTITIES REPORT.

7.
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REPORTS: Purchase Orders

INQUIBY
INQUIRY BY P/O NUMBER

- INQUIRY BY VENDOR NUMBER

INQUIRY BY INVENTORY ITEM

MANAGEMENT..BEEORIS

OPEN PURCHASE ORDER REPORT
Lists all open P.O.'s: status, dates of activity, line
items (quantities ordered-received-invoiced), non-received
and non-invoiced values

ON ORDER STATUS REPORT
Displays individual P.O. line items ordered but not
received, printed in inventory number order. Shows status
of each line item and number of P.O. for each

( MASTER_EILE.BEBOBTS

VENDOR MASTER REPORT .
All or selected range of vendors; vendor number or
alphabetically by vendor sort key

INVENTORY MASTER REPORT
Lists all inventory items in item number order; shows
quantities on hand for each warehouse location.

8.
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AS OF: 08/10/83 ON: 08/10/83 (2.22) PAGE: 1
BEGOOD SPORTING AIDS
VENDOR MASTER LISTING

C/YR-INVOICES P/YR-INVOICES  NORMAL

UVEND.# VENDOR NAME & ADDRESS CURRENT VENDOR DISC. AVAILABLE DISC. AVAILABLE G/L DATE LAST DATE
SORT KEY TELEPHONE NUMBER BALANCE DISC. TAKEN DISC. TAKEN ACCT.&¢  TERMS PURCHASED OPENED
11111 DEXTRON DESK MFG. CO. 1,480.00 1,630.00 .00 1300 02/010 08/10/83 08/09/83 .
DEX DES 3351 ADAMSON PARKWAY 30.00 .00

SAN GERONIMO, CA 94022 .00 .00

415-597-3300
22222  PILLSBURY PAPER CO 1,708.00 1,708.00 .00 1300 00/030 08/10/83
PILLS 7009 POOPY WAY .00 .00

EUREKA, CA. 95005 .00 .00

408-321-1151
33333 ANDREAS SUPPLIES .00 .00 .00 01/015 08/10/83
ANDREAS 7398 PORT ARTHUR RD .00 .00

L.A., CA. 90544 .00 .00

714-321-5531
888688  KLEEN-IT, INC. .00 .00 .00 6230 00/030 08/10/83

123 FIFTH STREET .00 .00

SAN FRANCISCO, CA 94111 .00 00

415-290-8533

S
oA




AS OF:07/08/83 ON:07/08/83
REPORT NUMBER {6.16)

C P/O WHS — VENDOR -
NUMBER LOC MMBER N A NE

LAKESIDE SPORTING GOODS, INCORPORATED
OPEN PURCHASE ORDER REPORT

DATE u

~STATUS- ORDERED RECEIVED ITEM O ITEM -QUANTITY-
PRT REG REC INV WANTED INVOICED NUMBER M COST  ORDRD RECVD INVCD

H 1001 2 1000 AMERICAN SUPPLY COMPANY 06/21/83 06/27/83

Y Y P N ASAP
2000 EA 10.00 10
NONINVENTORY EA 5.00 15

x VENDOR TOTAL X

FH 1003 1 2000 NATIONAL MATERIALS, INC. 06/27/83 06/27/83

Y Y P N ASAP
2000 EA 10.00 50
3000 EA 15.00 50

% VENDOR TOTAL %

H 1002 1 5000 PETERSON OFFICE SUPPLY CO. 06/21/83 06/27/83

Y Y Y N ASAP
4000 BG 100.00 50

% VENDOR TOTAL %

a0

30
50

70

skok REPORT  TOTAL okkk

10.

oo

<

PAGE 1

NON NON
RECEIVED  INVOICED
VALUE VALUE
10.00 90.00
25.00- 100.00
15.00- 190.00
15.00~ 190.00
200.00  300.00
.00 750.00
200.00 1050.00
200.00  1050.00
2000.00~ 7000.00
2000.00- 7000.00

1815.00-

8240.00



08/1¢/83 ABC OFFICE SUPPIES PAGE 1
{6.17) ON ORDER INVENTORY ITEM REPORT {R141R1)
ITEM ITEM P/0 PO LINE ITEM ORDERED ITEM GUANTITY QUANTITY GUANTITY PENDING VENDOR
NUMBER DESCRIPTION NUMBER  NUMBER UOM QUANTITY COST  RECEIVED INVOICED SHIPPED RECEIPT NUMBER
£
() 21566 BOSTICH STAPLERS N 174 100 50.00 100 10¢ 0 33333
TOTAL FOR ITEM : 21566 100 100 100 0
22554 CLERICAL WASTEBASKET 5 EA 40 5.10 20 20 20 22822
TOTAL FOR ITEM : 22554 40 20 20 20
35000 11" FILE FOLDERS N BX 200 4.50 200 200 0 22222
TOTAL FOR ITEM : 35000 200 200 200 0
NONINVENTORY 3 DRAWER RED FILE CABINETS g EA 30 35.00 30 30 0 11111
TOTAL FOR ITEM : NONINVENTORY 30 30 30 0
¥¥% REPORT TOTALS 370 350 350 20

11.




C

INFORMATION NEEDED:

(o)

(o)

DECISIONS TO BE MADE:

o
o
o

Vendor Data: Names, addresses, phone numbers,
discount rates and terms (also in AP)

Inventory Item Data (also in OP)
I R e

P

£

Operator selector access
Vendor numbering scheme (co. codes share same vendors)
Inventory numbering scheme

WORKSHEETS TO BE COMPLETED AND ENTERED:

oo0bdb

NOTES:

Company Setup:

Installation Worksheet
Company Information Worksheet

Operator Access:

Operator Information Worksheet
Business Applications/Selector Security
Purchase Order Selections Worksheet

Master Files:

Vendor Master File Worksheet (also in AP)

Inventory Item Master Worksheet* (also in OP)--for up
to 2 warehouse locations

Inventory Location 3, 4 and 5* (also in OP)--for
additional inventory locations.

Unit of Measure Conversion File Worksheet

Messages File Worksheet

If OP and PO are installed on the system, you must
enter inventory ON-HAND quantities through OP ("Load
Inventory Quantities")

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT
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Vendor Master File Worksheet

1-VENDOR NUMBER o+ 4+ 4 4

10

11

12

alphanumeric

VENDOR NAME —t ey USRS WA WA WS VNS AN TN TN SN NS NN SHN S SN |
. alphanumeric
VND ADDRESS L1 —t g (YR WO Y TN VY Y VA YN U TN A SN W S
' alphanumeric
VND ADDRESS L2 —t g YR WO W NS WY N SHE SRS SN MR S NN N N S|
alphanumeric
VND ADDRESS L3 L 1 1 L 1 1 1 1 1 1 1 L 1 A1 1 1 ' L A i 1 1 1 1 N 1 1 ke
alphanumeric
VENDORBALANCE o 4 4 1 4 3 3ol 13 PRYRDISCAVAIL w1 1 1 1
numeric numeric
VENDORPHONE # o+ 1 0 4 1 1 3 1 14 PRYRDISCTAKEN o1 1 1+ 1 o
numeric numeric
DATE ENTERED [ T N S U S | 15 G/L EXP. ACCT.# (U S R TR N |
mmddyy numeric
YTD PURCHASES N Y N TN T TN TN T R S B 16 AVND TERMS % —
numeric ' . numeric
YIDDISCAVAIL w4 0 0 1 3 0 o1 17A VND TERMS DAYS 1
numeric ’ - numeric
YTD DISC TAKEN T T T W TR TR TN WY SO O W 18 LSTPURCHDATE w1 1 1 1
numeric . mmddyy
PRYR PURCHASES it 1 0 4 1 et 19 VND SORT KEY 1
numeric

13,

alphanumeric
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1-ITEM NUMBER

2 ALT ITEM NUMBER

/"3 VENDOR ITEM NO

4A DESCRIPTION
5 QTY TOT ONHAND

6 QTY ON ORDER

' 7 BASE PRICE

" 8AACCOUNTING COST

SEP AR

" 9AUNIT OF MEASURE

10 COMMISSION %
11 VENDOR NUMBER
12 VENDOR COST

13 LAST SALES DATE
14 LEAD TIME DAYS
15 CLASS CD POS

16 CLASS CD LNGTH
17 PRICE CAT POS

18 PRICE CAT LNGTH
19 MULTI-PRICE IND
20 NOT USED A

21 COST METHOD IND

Inventory Item Master Worksheet

alphanumeric
L Ll A o 1 ) 1 1 L 1
alphanumeric
| —) 1 1 1 1 1 1 1 1 1 lcu
alphanumeric
L 1 1 1 1 1 1 ] L 1 1 1 1 1 i 1 1 1 1 1 1 1 | 1 | L
alphanumeric )
[ SO W W | J 22 SALES TAX CODE -
. numeric alphanumeric
e—t 1 ] 23 NOT USED B
numeric
—_—t 1 Jo bmdod 24 SALES QTY YTD —t
numeric numeric
L i 1 1 Il ] o Ll J 25 SALES QTY MrD PR TS WS T T
numeric . numeric
Vs
—L g y . 26 QTY RETURN YTD I T T SO S|
alphanumeric ¢ numeric
et o L 27 QTY ONHAND WHS1 .+ o 1
0-99.9 numeric
) ) 28 QTY COMMIT WHS1 o 1 1 1
alphanumeric _ numeric
[T S T oo bt 29 QTY SOLD W1 YTD [ WS W WS S B |
numeric numeric
e . 30 REORDRPOINTW1 1 1 & 1 |
mmddyy numeric
L U\ (3/BINLOCATIONW1 L1 . |
0-999 ST alphanumeric
—t 32 QTYONHAND WHS2 1 1 1 1
0-12 ' numeric
—t 33 QTYCOMMITWHS2 1 o+ 1
0-6 numeric
- 34QTYSOLDW2YTD —
0-12 numeric
Lt 35 REORDRPOINTW2 o+ 4 1 1
0-6 numeric
L 36 BIN LOCATIONW2 o 1 1
1 alphanumeric
37 CLASS CODE L Il | 1 1 1 ]
alphanumeric
S| 38 PRICE CATEGORY [T R W S T
A-M-L-F alphanumeric
14,




Inventory Location 3, 4, and 5 Worksheet

I-ITEMNUMBER [ S S N NN WO NN N NN WO S A S
' alphanumeric

2-ITEM SUFFIX 2

3 QTYONHANDWHS3 o1 o

numeric

4 QTYCOMMITWHS3 1 1 1
numeric

5 QTY SOLD W3 YTD (TR TN SN SR S S
numeric

6 REORDRPOINTW3 1 1 1

numeric

7 BIN LOCATION W3 L
alphanumeric

8 QTYONHAND WHS4 o+ 1 o

numeric

9 QTY COMMITWHSY 1 1 1
numeric

10 QTY SOLD W4 YTD [T T T T W T |
numeric

11 REORDRPOINTW4 L . 1 1 |
numeric

12 BIN LOCATION W4 —
alphanumeric

13 QTY ONHANDWHS5 .+ 1 1 1 |
numeric

14 QTYCOMMITWHSS o+ 1 1
numeric

15 QTY SOLD W5 YTD —ty 1

numeric

16 REORDRPOINTW5 . 1 1 1 |
numeric

17 BIN LOCATION W5 —1
alphanumeric

15.




Unit of Measure Conversion File Worksheet

L it
Jh A

1-UNIT OF MEASURE /1%, ‘
alphanumeric

2-SELLING UOM Wiva L me e

alphanumeric

;oo

3 UOM CONV FACTOR iy

numeric

4ASELL COST IND L e
R

16.



Message File Worksheet
1 - MESSAGE PREFIX P

2 - MESSAGE NUMBER L.
0-9

3A WSSAGE | I— 1 1 l 1 1 1 oL 1 1 L 1 1 B 1 L i

alphanumeric

17.
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FORTUNE SYSTEMS
TECHNICAL TIP

SUPPORT CENTER
COMPANY CONFIDENTIAL

PRODUCT: BAS - Purchase Orders

RELEASE LEVEL: 1.1 TIP NUMBER: 121.;

SUBJECT: Using vendor's item # on printed P.O. DATE: A7/31/8:

——— — T — —— —— — S S S S S S S TS S e SR S SES S S S TS S S S T e S =
T T R R R R R S RO T e e = w—

DESCRIPTION:

In Purchase Orders, some business prefer the printed

purchase order to display the vendor's item number
rather than their own inventory item number.

NOTE: This technical tip is optional, and should be used
only when the business desires tnis change.

PROCEDURE:
type:

1 BASIC  <RETURN>
2 From the > prompt, type:

LOAD "CPORA2"

From the Purchase Orders master selector screen,

<RETURN>

7686 FPIND(1,KEY=B3$,DOM=7647)*,*,B3S <RETURN>

SAVE <RETURN>

RON "DOL" <RETURN>

3 From the seleccor screen, cype:

799 <RETURN>

2 <RETURN>
49 <RETURN>
<F4>

<F2>

*19 <RETURN>

12 <RETURN>

(for the CHANGE, option)
(for the index number)

(to END)

" (for NO to HARD COPY? (Y/N)

(for the index number)

(for the field # to change)

‘CINV1 CPODF CPOHF (NOTE: There are 7 spaces

<F4>

<F2>

<RETURN>
<F4>

The procedure is complete.

between the first two file
names, and one space between
the second and third)

(to END)

(fEor NO to HARD COPY? (Y/N)

(returns to the option line)

(to END)
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O

LAB: PO 1

OBJECTIVE:

TASK:

STEPS:

Purchase Orders: Conversion

Convert data files and other company information
to a form which can be used by the Fortune 32:16
BAS Purchase Orders system.

The vendors and inventory items which will be
accessed by the Purchase Orders system must be
keyed in through the appropriate file maintenance
screens.

1.

With your partner, transfer the necessary
information from the manual files (ledger
sheets) onto the appropriate worksheets. You
will have 3 vendors for your VENDOR MASTER
FILE and 6 inventory items for your INVENTORY
MASTER FILE.

Set up a UOM CONVERSION to convert EACH to
DOZEN.

Establish 2 P.O. MESSAGES. . . whatever you
like. A

Enter your worksheets using the appropriate
file maintenance screens.

Print a VENDOR MASTER REPORT and INVENTORY
MASTER REPORT and show them to the
instructor.
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INVENTORY ITEMS

INV. ITEM REORDER TOTAL

VENDOR NUMBER ITEM DESCRIPTION UuoM COoSsT PRICE POINT Q00 QOH
Dextron 10589 Executive Desks EA 170.00 348.97 #1=24 55 #1=25
Dextron 10600 Secretarial Desk EA 148.60 300.00 #1=12 50 $#1=25
$2=12 #2=20
Andreas 21566 Bostich Staplers DZ 50.00 100.00 #1=100 250 #1=225
#2=100 $#2=20

Pillsbury 35000 11" File Folders BX 4.50 7.59 #1=200 450 $#1=20
$2=200 $#2=250

Andreas 22555 Executive Wastebasket EA 13.60 25.00 $#1=30 25 #1=15
' #2=30 #2=10

Andreas 22554 Clerical Wastebasket EA 5.10 9.59 #1=30 10 #1=10

#2=30 #2=0




Vendor Master File Worksheet

1-VENDOR NUMBER 1 1

alphanumeric
2 VENDOR NAME VNS N T TN S N TN U SO S Y O T T T S T T T T S T Y SO N T
alphanumeric
3 VNDADDRESS L1 w0 0 0 00 g 0y g g gy
alphanumeric
4VNDADDRBSL2nllnnnlllllJLlallxln|1|||4LJ1||J
: alphanumeric
5§ VNDADDRESSL3 w0 0 g g 4 0 g g g g g g
alphanumeric
' 6 VENDORBALANCE .t 1 o 1 .o 1 13 PRYRDISCAVAIL v o 0 00
numeric numeric
7 VENDORPHONE # w1 L 1 1 1 14 PRYRDISCTAKEN o o L o
numeric numeric
8 DATE ENTERED (T T VO T W 15 GLEXP.ACCT.# w1 1 1
mmddyy numeric
9 YIDPURCHASES ot v 0 v 0 1 .oy 16AVND TERMS % ~ 1
numeric numeric
10 YTD DISC AVAIL TN SR TN ST TN UMY TN TN [Py SO S 17AVND TERMS DAYS i
numeric numeric
11 YIDDISC TAKEN e 18 LSTPURCHDATE i i o
numeric mmddyy
12 PRYRPURCHASES 1 0 1 0 1 0l 19 VND SORT KEY TN WU W WA WK WS W W |
numeric ’ alphanumeric



1-ITEM NUMBER

2 ALT ITEM NUMB

3 VENDOR ITEM NO

4A DESCRIPTION

/' 5 QTY TOT ONHAND

6 QTY ON ORDER

7 BASE PRICE

Inventory Item Master Worksheet

8AACCOUNTING COST w1

9AUNIT OF MEASURE
10 COMMISSION %
11 VENDOR NUMBER
12 VENDOR COST
13 LAST SALES DATE
14 LEAD TIME DAYS
15 CLASS CD POS
16 CLASS CD LNGTH
17 PRICE CAT POS
18 PRICE CAT LNGTH
19 MULTI-PRICE IND
20 NOT USED A

21 COST METHOD IND

alphanumeric
alphanumeric
alphanumeric
L I 1 1 1 1 1 J— [l 1 g 1 1 1 L 1 1 1 1
aiphanumeric
[ T T WO S 1 22 SALES TAX CODE e
numeric alphanumeric
I T T T 23 NOT USED B
numeric
[N T TR W WS N N 24 SALES QTY YID [N RS N S SO T |
numeric numeric
. 25 SALES QTY MTD L
numeric numeric
e 26 QTY RETURN YTD TR SN S S S
alphanumeric numeric
et @ e 27 QTY ONHAND WHS1 i 1
0-99.9 numeric
(TN T TR T W 28 QTY COMMIT WHS1 11
alphanumeric . . numeric
[T S S W T B I 29 QTYSOLDW1YTD i 1
numeric numeric
I S S S S 30. REORDR POINT W1 b
mmddyy numeric
[ —— 31 BIN LOCATION W1 el
0-999 alphanumeric
—t 32 QTYONHAND WHS2 1 1 1
0-12 numeric
et 33 QTYCOMMIT WHS2 i 1 1
0-6 numeric
| - 34 QTY SOLD W2 YTD (RN W TN S W S |
0-12 numeric
(- 35 REORDR POINT W2 1 1
0-6 numeric
— 36 BIN LOCATION W2 L1
1 alphanueric
37 CLASS CODE —
alphanumeric
— 38 PRICE CATEGORY e
A-M-L-F alphanumeric




Unit of Measure Conversion File Worksheet

© 1-UNIT OF MEASURE 1

alphonumeric

2-SELLING UOM —
alphonumeric

3 UOMCONVFACTOR L 1 1

numeric

4ASELL COST IND -
I-D




Message File Worksheet

1 - MESSAGE PREFIX P

2 - MESSAGE NUMBER 1

0-9

3 A MESSAGE [ T S Y N W SN SN SN W WY N VAN SN N W NN
alphonumeric
| — Il L | A 1 1 A 1 .l 1 1 1 1 1 . d Il




OBJECTIVE:

TASK:

STEPS:

FEATURES :

Purchase Orders: Processing

Produce three purchase orders from requisitions.

Enter purchase orders based on information
supplied by the attached purchase requests.
Process the orders so they can be sent out to the
vendors.

1. Use your co. code for these P.O.'s.

2. Don't forget to make a note of the P.0O. #'s
assigned by the system.

3. Remember the processing cycle after you have
entered the purchase orders--PURCHASE ORDER
ENTRY--PRINT P.O.'s—--REGISTER P.O.'s

4. After each step of the cycle, use the INQUIRY
option to see the status of your orders. You
can Inquire by VENDOR, P.0O. #, or INVENTORY
ITEM #.

5. Show the instructor your P.0O. Register when
you have completed the exercise.
Predefined messages on P.0.s may be replaced by

your .own messages.

You can enter special instructions and a carrier
request on the P.O.

At "DATE WANTED", a return key writes in ASAP.

Using the return key for inventory item number
assumes "non-inventory"



P02, cont.

’ I. Your Inventory Manager sends you the following
report on items which are reaching the reorder
(minimum stocking) point:

CRITICAL INVENTORY REPORT
Qty to
Vendor Inv. No. Item Stock Level Order
ﬁ?lAndreas 21566 Bostich Staplers WH2: 25 20 dozen
4 2 Andreas 22554 Clerical WH2: O 2 dozen
- Wastebaskets
“ 5 pillsbury 35000 File Folders WH1: 20 200 boxes
Note: PLEASE ORDER ASAP !!
II. ;44: You receive the following memo from the Customer
- Service Manager:
(1; "We just received a special order from a very

important new customer. They'd like 30 3-drawer
red file cabinets. I called DEXTRON and they're
willing to sell them to us for $35 each. Could
you please send a P.0. to them immediately,
reminding them that this is a RUSH order--and to
use UPS?"




OBJECTIVE:

TASK.:

STEPS:

FEATURES :

PURCHASE ORDERS: Receiving

Record the receipt of products sent by vendors in
response to the purchase orders produced in the
previous exercise.

All of the items from Pillsbury were received.

All of the staplers but only 20 wastebaskets
arrived from Andreas.

All of the file cabinets on the special order from
Dextron arrived.

1. Record the receipt of the items described
above, using RECEIVING CONFIRMATION.

2, Don't forget to print the RECEIVING REPORT.

3. Print an ON ORDER STATUS REPORT and OPEN
PURCHASE ORDERS REPORT.

4, Use the INQUIRY option to check the status of
your Purchase Orders after completing the
above steps.

BAS allows you to record receipt of all items per
P.0. automatically OR selected items OR partial
receipt of specific items.




ACCOUNTS PAYABLE OVERVIEW

AN ACCOUNTS ﬁAYABLE SYSTEM REGULATEé THE PAYMENT FOR GOODS
AND SERVICES PURCHASED BY A BUSINESS.
THE ACCOUNTS PAYABLE CYCLE CONSISTS OF THE FOLLOWING STEPS:
1. RECORDING WHAT YOU OWE
2. SELECTING THE BILLS TO PAY
3. WRITING CHECKS
4, PRODUCING SUMMARIZED REPORTS FOR POSTING

To THE GENERAL LEDGER AND RECONCILING
BANK STATEMENTS.

1.
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INTEGRATION WITH OTHER BAS APPLICATIONS

VENDOR
MASTER ';\\\\\ﬂ

| PURCHASE ACCOUNTS y | GENERAL
ORDERS PAYABLE LEDGER
( WITH PO: ~ SHARES VENDOR MASTERFILE

READS OPEN PURCHASE ORDERS FILE TO
PRODUCE HEADER INFORMATION AT
INVOICE ENTRY AND FLAGS P.0. AS "INVOICED”

PRINTS P,O., QUANTITY INVOICED REPORT
AFTER VOUCHER REGISTER

WITH GL: POSTS TOTALS TO THE GENERAL LEDGER:

" VENDOR INVOICE
VENDOR PAYMENT
DEBIT AND CREDIT MEMOS

G’.

2.
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12/07/83 SELECTOR SCREEN REPORT PAGE 01
1.3.2.9 Proprietary: FORTUNE SYSTEMS CORPORATION

SELECTOR 23

+ -—— -

12.0
| SELECTOR: 23

_DATA ENTRY AND MAINTENANCE

1. VENDOR INQUIRY

2. VENDOR INVOICE ENTRY

3. PAYMENT SELECTION

4. ADJUSTMENT ENTRY & JOURNAL

5. MANUAL PAYMENT

6. REVERSE SELECTED PAYMENTS ,
7. NON-INVOICE PAYMENTS/REVERSALS
8. CHECK RECONCILIATION ENTRY

9. SPECIAL PROCESSING

10. FILE MAINTENANCE

11. CHANGE DATE AND TIME

ENTER SELECTION OR END:

ACCOUNTS PAY

12.
13.

14.
15.
16.
17.
18.
19.
20.
21.
22.

12/07/83
00:21:04

ABLE

REPORTS

PAYABLE VOUCHER REGISTER
CASH REQUIREMENTS REPORT

OPEN ACCOUNTS PAYABLE REPORT
ACCOUNTS PAYABLE AGING REPORT
PAYMENT SELECTION REGISTER
VENDOR CHECK PRINTING
CHECK'REGISTER

DISTRIBUTION REPORTS

MONTHLY CHECK REGISTER
OUTSTANDING CHECKS REPORT
VENDOR MASTER REPORT

-{]-.—mo—.—g—.—.—o—-.—.—.—.-.—.—.—.—.—.—Q—.-o—;—o—-o—.—-.—o—o—.—o—o—c—o-o—o-;-o—.—o—o—o—.—o—o—o—o—o—.-+



A A i i

BAS ACCOUNTS PAYABLE SYSTEM

EEATURE

Automatic distribution of
invoices to GL accounts

Non-vendor Invoices

Cash Requirements Report;
Aging Report

Payment Selection

Payment Deselection

Manual Check Processing

Check Reconciliation

BENEELT

Speeds up invoice entry, as
standard acccount numbers may
be assigned for each vendor
but may be overridden during
invoice entry for maximum
flexibility

Simplifies recording invoices
and payment processing for
one-time only vendors

Reports may be defined for any
three periods; enables user to
plan which invoices should be
paid first to allow for
maximized cash flow

| Allows identification of

invoices due for discount and
partial payments

Withhold payment of invoices
awaiting credit, damage
credit from freight co., etc.

Allows for processing and
control of transactions and
registers checks outside of
automatic check processing

Simplifies maintaining status
of cash flow and check on bank

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIEFARY DOCUMENT



ACCOUNTS PAYABLE DOCUMENTS

INPUT DOCUMENTS

SOURCE DOCUMENTS FOR VENDOR INVOICE ENTRY ARE:

1. VENDOR INVOICE :

2. OTHER REQUESTS FOR PAYMENT FOR GOODS/SERVICES
3. REQUESTS FOR ADJUSTMENTS | |
4, NEW VENDORS, CHANGES, DELETIONS

OUTPUT DOCUMENTS

) 1. PAYABLE VOUCHER REGISTER
(;; 2. PAYMENT SELECTION REGISTER
3, VENDOR CHECKS "
4, CHECK REGISTER
5. DISTRIBUTION REPORTS
6. ADJUSTMENT JOURNAL
7. MONTHLY CHECK REGISTER
8. OUTSTANDING CHECKS REPORT

ON _DEMAND REPORTS:

1. CASH REQUIREMENTS REPORT

2. OPEN ACCOUNTS PAYABLE REPORT
3. ACCOUNTS PAYABLE AGING REPORT
4, VENDOR LABELS

5. VENDOR MASTER REPORT

5.
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C

ACCOUNTS PAYABLE

VENDOR PAYMENT OPEN
CHECKS | € SELECTION | € INVOICES
(CVNCK) (COPAF)
PAYMENT VENDOR
SEL REG. MASTER
PRINT (CVNMS)
A
PAYMENT |
SEL REG
CHECK CHECKS
PRINT 3
4 P
4 A . // ’Z: 4 B S
(;f/?u{‘;v ) i 0t l«’/ﬁff//%’f AT
MONTHLY CHECK REG.|7,, DIST. e
CHECK REG{ ¢ | PRINT 5| PILE g
(CMCRG) 7\ (cappFr) | .
o CHECK o S
REGISTER : ZEL W ; ‘
/xgvi»_ " o ¢ oo %/’" PR
\_/—i I /
DIST REP. G/L
PRINT ¢—{ MASTER
v ,
PAYABLE PAYMENT
DIST. .~ .~ DIST.
REPORT |;
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ACCOUNTS PAYABLE

a
INVOICE VENDOR OPEN PQ
DIST. MASTER FILE
(CVNMS) (CPOHF;CPOD
Q ‘/
2
fséx’ eoary [
_ , \ INVOICED!
/ (CPQIDN)
INVOICE  |= '
ENTRY e
OPEN
EQZ?§#E§ 4,//f/”"”” INVOICES
~ (COPAF) [oPEN AP
AP AGING
; CASH REQ. [©
a PAYABLES
VOUCHER
REG. PRINT
AP DIST.
FILE
(CAPDF)
VOUCHER ¥
- | REGISTER
PO QTY ‘<
INVOICED
S A
Py y / Z , . g



RECORD
INVOICES

DECIDE WHICH
INVOICES TO PAY

MAKE PAYMENT
SELECTIONS

PRINT CHECKS

1‘%

Accounts Payable

PROCESSING CYCLE

VENDOR INVOICE ENTRY
(2)

creates invoice info
inc. VENDOR balance

¥

PAYABLE VOUCHER REGISTER

(12)

G/L distribution

OPEN A/P REPORT (13)

“"Audit Trail

e e e @ -

Open A/P

CASH REQUIREMENTS (14)

|

= ”‘I Cash Req.

A/P AGING REPORT (15)

PAYMENT SELECTION

Select invoices to pay

(3)
1

MANUAL PAYMENT

Rwlecordﬂ ménual checks

(5)
l

NON-INVOICE PAYMENTS/
REVERSALS (7)

P
i

Record manual checks

S

Record and select an

(7.1) Manual
(7.3) Payment
' 4

invoice to pay

PAYMENT SELECTION
REGISTER (16)

For review prior to
printing checks

VENDOR CHECK PRINTING
(17)

A/P CHECKS

2

CHECK REGISTER
(18)

adjusts VENDOR info
adjusts Open A/P info

6.

)
L}

T T 7 |audit Trail

G/L Distribution
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Accounts Payable

PROCESSING CYCLE, Continued

DISTRIBUTION REPORTS (19)

foe o> ab o

Audit Trail

Adjusts VENDOR info
Adjusts Open A/P info
G/L Distribution

Audit Trail

- T T TlAudit Trail

Deselects invoice

Reverses non-invoice
checks

Records cleared checks

Lists outstanding
and/or cancelled checks

Lists checks generated
during month

SUMMARIZE
TRANSACTIONS (19.1) Payable Distribution
FOR POSTING
TO G/L (19.2) Payment Distribution
ADJUSTMENTS ENTRY
RECORD (and JOURNAL)
ADJUSTMENTS (4)
REVERSE SELECTED
PAYMENTS (6)
REVERSALS
NON-INVOICE PAYMENTS/
REVERSALS (7)
‘ i (7.2) Reversing
CHECK RECONCILIATION
(8)
RECONCILE l
BANK
STATEMENTS OUTSTANDING CHECKS
(21)
]
MONTHLY CHECK REGISTER
(20)
V7
SPECIAL PROCESSING (9)
CLOSE THE
MONTH (9.1) Month-End Update

FORTUNE SYSTEMS

7

Moves totals to G/L
Transaction File

MARKETING EDUCATION — PROPRIETARY DOCUMENT



Accounts Payable

MONTH-END PROCEDURES

Verify last period and current period values by displaying
GENERAL LEDGER CLOSING PERIOD RECORD.

lake certain you have completed all activity for the month,
including printing of final PAYABLE VOUCHER REGISTER and
CHECK REGISTER.

Print final PAYABLE AND PAYMENT DISTRIBUTION REPORTS.

Print an_OPEN ACCOUNTS PAYABLE REPORT to use as an audit
trail. The totals on this “report should agree with the
balance in the general ledger account for Accounts Payable.
Should the balances every be different, this report will
facilitate locating the source of the discrepancy.

Do the MONTH-END UPDATE (from Special Processing selector).
Print the MONTHLY CHECK REGISTER.

After doing your bank reconciliation, perform the CHECK
RECONCILIATION ENTRY procedure (enter checks that cleared

the bank during the month). Print the OUTSTANDING CHECKS
REPORT for verification. ~



REPORTS: Accounts Payable

INQUIRY
VENDOR INQUIRY

MONDGEMENI..BEPOBIS
' CASH REQUIREMENTS

Shows projected amount of cash needed to pay all invoices
due by dates specified by operator. Used for determining
discount eligible invoices and cash flow planning. Listed
in vendor number sequence; lists totals due to vendors, each
profit center's cash requirements, total payables for all
periods

OPEN ACCOUNTS PAYABLE REPORT

Lists all invoices with open balances, in vendor sequence
within company code or in vendor sequence only.

ACCOUNTS PAYABLE AGING REPORT

Lists all open invoices, grouped by up to three operator
defined periods. Report can be printed in vendor sequence
within company code or in vendor sequence only. Used to
analyze payables aging by showing exact amounts due and
discounts allowable in each period (in addition to
"current")

MASTER_EILE.BEPOBIS

VENDOR MASTER REPORT

All or selected range of vendors; vendor number or
alphabetically by vendor sort key

VENDOR LABELS

l-up or 4-up labels, selected, range or all. Up to 99
copies

9.
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AS OF: 06/28/83 ON: 06/28/83
REPORT NUMBER (2.14)
PAC CORPORATION

OPEN ACCOUNTS PAYABLE (BY VENDOR)

b
(J’euom- ~—— INVDICE — DUE

VENDOR TERMS  GROSS ALLOWABLE NET
NUMBER VENDOR NAME/PHONE ¢ COMPANY  NUMBER DATE DATE {%/DAYS) AMOUNT DISCOUNT ANOUNT
1000 SNYDERS' HARDWARE / (209) 478-0354 00000
] 001 06/28/83 07/15/83 150.00 .00 150.00
Ha 101  06/28/83 07/28/83 600 .00 .00 600.00
X UENDOR TOTALS % 750.00 .00 750.00
2000 HUGHES' TOOL AND SUPPLY / (209) 951-6411 10010
Ha 102 06/28/83 07/08/83 1,137.50 113.75 1,023.75
Ha 103  06/28/83 07/08/83 3,529.50 352.95 3,176.55
¥ VENDOR TOTALS % 4,667.00 466.70 4,200.30
4000 ERNIE'S ROCK SHOP / (209) 478-6534 02015
Ha 001 06/28/83 07/15/83 500.36 25.00 475.36
Ha 002 06/28/83 07/31/83 605.00 .00 605.00
( ” Ha 003 06/28/83 07/31/83 540.00 50.00 290.00
% VENDOR TOTALS % 1,685.3 75.00 1,570.36
UENDOR WARRENS TRAVEL SERVICE
Ha 200 07/01/83 07/31/83 100.00 .00 100.00
X VENDOR TOTALS % 100.00 .00 100.00
AS OF: 06/28/83 ON: 06/28/83 PAGE
REPORT NUMBER (2.14) '
PAC CORPORATION
OPEN ACCOUNTS PAYABLE COMPANY TOTALS
COMPANY GROSS ALLOWABLE NET
CODE COMPANY NAME AMOUNT DISCOUNT AMOUNT
HQ  PAC CORPORATION 7,162.36 541.70 6,620.66
c *X GRAND TOTALS ¢ 7,162.36 541.70 6,620, 66

10.



ACCOUNTS PAYABLE AGING

(BY COMPANY)

AS OF: 08/10/83 ON: 08/10/83 PAGE 1
REPORT MMEER  (2.13)
WORD PROCESSING SPECIALISTS, INC
ACCOUNTS PAYABLE AGING  (BY COMPANY)
VENDOR —INOICE—— D 1- 8 0- 39  0-119 120 + VER
MMSER VENDOR NAKE OFY  MMBER DATE  DATE  DISCOUNT CURRENT DAYS DAYS Ars
11111 DEXTRON DESK MWAF. CD.
n 3434 08/10/63 09/10/83  10.00 550.00
w 4211 08/10/83 10/08/83  20.00  1,080.00
& VENDOR TOTAL & %0.00  1,630.00 .00 .00 .00
& TOTAL OF ALL PERIODS %% 1,6%0.00
£ CONPANY TOTALS %% 20.00  1,630.00 .00 00 .00
A5 OF: 08/10/63 (ON: 08/10/88 Pt 2
REPORT MMEER  (2.13)
WORD PROCESSING SPECIALISTS, INC
ACCOUNTS PAYABLE AGING  (BY COMPANY)
vENDoR —IMOICE—  DE 1- 2 0- % 6-119 120 ¢ OVER -
NREER VENDOR NAYE OPY MMER  DATE  DATE  DISCOUNT CURRENT DAYS [ AYs
PILLSBURY PAPER CO.
w A339 07/01/83 07/30/83 .00 1,643.00
w ATES 07/20/63 08/10/83 .00 63.00
& VENDOR TOTAL & .00 6.00 1,645.00 .00 .0
% TOTAL OF ALL PERTOOS 3% 1,708.00
5 COPANY TOTALS & .00 Q.00 1,60.00 .00 00
A5 OF: 08/10/83 ON: 08/10/88 . ME 3
REPORT MMBER (2.1%) :
WORD PROCESSING SPECIALISTS, INC:
ACCOUNTS PAYABLE AGING COMPANY TOTALS
COMPANY  CONPANY NAIE 1- 0- 9 ®-19 120 4 VR
Cc00E DISCOUNT CURRENT DAYS DAYS oAYS
Nt Ed's Bachdoor Diasonds & Fur 0.00 1,630.00 .00 00 00
‘we WORD PROCESSING SPECIALISTS .00 63.00 1,645.00
58 CRAND TOTALS #38 . 30.00 1,693.00 1,609.00 00 00

58 TOTAL PAYABLES ALL PERIODS 538 3,398.00

11..




AS OF: 06/28/83 ON: 06/28/83

REPORT NUMBER (2.13)
" . PAC CORPORATION _

CASH REQUIRENENTS  (BY VENDOR)

m&ﬂs COMPANY INVOICE DUE  ALLOWABLE PERIOD 1
A VENDOR NAME NUMBER DATE DATE  DISCOUNT 06/28/83

1000 SNYDERS' HARDWARE

Ha 001 06/28/83 07/15/83 .00

Ha 101 06/28/83 07/28/83 .00

% VENDOR TOTAL BY PERIOD % .00 .00
%k VENDOR TOTAL PAYABLE xx 750.00

2000 HUGHES® TOOL AND SUPPLY

Ha 102 04/28/83 07/08/83 13715 7
Ha 103 06/28/83 07/08/83 352.95
% VENDOR TOTAL BY PERIOD % 466.70 .00

*% VENDOR TOTAL PAYABLE %% 4,667.00

4000 ERNIE'S ROCK SHOP
] 001 06/28/83 07/15/63 25.00
(‘ - Ha 002 06/28/83 07/31/83 .00

H 003 06/28/83 07/31/83 50.00
% VENDOR TOTAL BY PERIOD X 75.00 .00

Xt VENDOR TOTAL PAYABLE &% 1,645.36

VENDOR WARRENS TRAVEL SERVICE

HY 200 07/01/83 07/31/83 .00
& VENDOR TOTAL BY PERIOD % .00 .00

%k VENDOR TOTAL PAYABLE &% 100.00

12,

PERIOD 2 PERIOD 3
07/15/83 08/30/83

150.00
600.00
150.00 600.00
1,137.50
3,529.50
4,667.00 .00
500.36
605.00
540.00

300.36 1,145.00

100.00

.00 100.00

08/30/83

.00

.00

.00

.00



AE OF: 01/25/82 ON: 01/04/83

REPORT NUMBER

C

{2.19.1)

ACCOUNT
NUMBER DESCRIPTION

HA1300

HE2000  ACCOUNTS PAYABLE - TRADE

HR6500

‘ii Ha6800

HE6900

INVENTORY

FREIGHT-IN EXPENSE

SALES TAX EXPENSE

HISCELLANEDUS EXPENSE

THE ATHLETIC SUPPORTER
#CCOUNTS PAYABLE DISTRIBUTION PEPORT
FOR: LAKESIDE S.G. - HEADGUARTERS HG

X PAYABLE DISTRIBUTION X

VENDOR ~=-INVOICE~—~
NUMBER VENDOR NAME NUMBER  DATE
1000 AMERICAN SUPPLY COMPANY P09 10/2¢/81
1000 AMERICAN SUPPLY COMPANY AB123 12/10/81
2000 NATIONAL MATERIALS, INC. K987 11/15/81
3000 INTERNATIONAL SPORTS PRODUCTS 992h 11/01/81
22222 SCUBA DUBA DOO 100A 12/20/81
¥ACCOUNT TOTALX
1000 AMERICAN SUPPLY COMPANY P09 10/20/81
1000 AMERICAN SUPPLY COMPANY AB123 12/10/81
2000 NATIONAL HATERIALS, INC. K987 11/15/81
3000 INTERNATIONAL SPORTS PRODUCTS 9924 11/01/81
3000 INTERNATIONAL SPORTS PRODUCTS 123aB 12/15/81
22222 SCUBA DUBA DOD 100A 12/20/81
SACCOUNT TOTALX
1000 AMERICAN SUPPLY COMPANY AB123 12/10/81
¥ACCOUNT TOTALX
1000 AHERICAN SﬂPH.Y COMPANY P09 10/20/81
1000 AMERICAN SUPPLY COMPANY AB123 12/10/81
3000 INTERNATIONAL SPORTS PRODUCTS 123aB 12/15/81
ce2ze SCUBa DUBA DOO 100A 12/20/81
¥ACCOUNT TOTALX

3000 INTERNATIONAL SPORTS PRODUCTS 1e3aB 12/15/81

$ACCOUNT TOTALX

SCOMPANY TOTALX

13.

DEBIT
AMOUNT

2,000.00
1,005.00
500.00
1,000.00
300.00

4,805.00

100.00
100.00
120.00
60.00
12.00
18.00
210.60
200.00

200.00

5,315.00

CREDIT

2,120.00
1,165.00
500.00
1,000.00
212.00
318.00

5,315.00

$,315.00



A3 OF: 01/25/82 ON: 01/04/83
REPORT NUMBER (2.19.2)

C

THE ATHLETIC SUPPORTER
ACCOUNTS PAYABLE DISTRIBUTION REPORT
FOR: LAKESIDE S.G. - HEACGUARTERS Hg

¥ PAYMENT DISTRIBUTION %

ACCOUNT _ VENDOR -—INVOICE—-
NUMBER DESCRIPTION NUMBER VENDOR NAME NUMBER  DATE

HA1010  CASH - GENERAL CHECKING

HE2000  ACCOUNTS PAYABLE - TRADE

3000 INTERNATIONAL SPORTS PRODUCTS ABCDE12345 11/30/81
5000 PETERSON'S OFFICE SUPPLY 35791 11/30/81

$ACCOUNT TOTALX

3000 INTERNATIONAL SPORTS PRODUCTS ABCDE12345 11/30/81
5000 PETERSON'S OFFICE SUPPLY 35791 11/30/81
¥ACCOUNT TOTALX

¥COMPANY TOTALX

14.

DEBIT

7.750.00
535.50

8,285.50

8,285.50

CREDIT

7,750.00
535.50

8,285.50

8,285.50



INFORMATION NEEDED:

o List of present chart of accounts numbers* (if no GL)”fﬂ
o Month-end dates for current fiscal year* (if no GL)
o] Vendor Data: Names, addresses, phone numbers,
discount rates and terms (also in PO)
o Unpaid Vendor Invoices

DECISIONS TO BE MADE:

o Operator selector access
o Chart of accounts numbering scheme (if no GL) )
o Vendor numbering scheme (co. codes share same vendors)

WORKSHEETS TO BE COMPLETED AND ENTERED:

Company Setup:

o Installation Worksheet
o Company Information Worksheet

Operator Access:
Operator Information Worksheets

Business Applications/Selector Security
Accounts Payable Selections

00O

Master Files:

Chart of Accounts Worksheets* (same as GL)

Closing Period Record Worksheet* (same as GL)

Vendor Master File Worksheets** (same as PO)

Invoice Initialization

Outstanding Checks

Invoice Distribution Worksheet*** ("posting record")
Payment Distribution Worksheet*** ("posting record")

0000 O0O0O

NOTES:

*
* %

* % %

This information must be entered for each company code.
Field #15 allows user to establish a GL Acct. # for expense
distribution. If you are installing multiple companies, this
GL # must exist in each company's chart of accounts--number
will be validated at time of entry. ‘
If you are installing multiple companies, these GL #'s must
be the same in each operating company's chart of accounts.

FORTUNE SYSTEMS MARKETING EDUCATION - PROPRIETARY DOCUMENT
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Chart of Accounts Worksheet

l= COMPANY CODE [

alphanumeric

2=ACCOUNT NUMBER 1 4 1 1

numeric
3 SUB ACCOUNT # T S S S S
v numeric
4AACCTDESCRIPTN b 0y g g gy
alphanumeric
5a ACCT TYPE —
A-L-0
6 DR-CRIND —
D-C
7 RATIO IND —
1-6; A-F
8 BALFWDLASTYR (U W TN (N NS SR S NN [ SN S |
numeric )
9 LSTYR AMT PRDO1 [ S SN TR T W WA S A SR T | 21 CURYRAMTPRDO1l w0 0 0 0 0 e
_numeric numeric
IOLSTYRAMTPRDOZ [N AR WS TN RN SR WS WU [N SN SR | zzCURYRAMTPRDOZ‘LJIlIJL'l"
numeric numeric
numeric numeric
IZLSIYRAMTPRDOAL [ TS WU N U RN N | 1 J . L 1 J umeMMI;Jla 1 1 fed o L 1 J
numeric . numeric
13 LSTYRAMTPRDOS il 0 0 ey 25 CURYRAMTPRDOS it L L
numeric numeric ’

14 LSTYRAMTPRDO6 o o o 0 1 1 4 . 26 CURYRAMTPRDO6 wou i o o o 0
numeric numeric

ISI.STYRMPRDW | NS S TR TN NN NN WO TS (A T SN | 27 CURYRAMTPRDO7 w0 o 0
numeric numeric

lmeM'l'llll".lll 28 CURYRAMTPRDOS i 1 0 0 0 0 0 0
numeric numeric

17[_51YRAMTPRD$ [ SN W SN WU SN NN W NN DA I S | ”CURYRMPRD@u bbb ) ld )
numeric numeric

18 LSTYR AMT PRD10 [N YT TN WU TR TS VAN SR AN SR SO | 30 CURYRAMTPRD10 ettt 00 e
numeric numeric

19 LSTYR AMT PRD11 IS S S T Y W TN T [y IS S 31 CURYRAMTPRD11 i 0 0 0 4 el
numeric numeric

20 ISTYRAMTPRD12 o o o 0 1 0 . g \32CURYRAMTPRD12-14111-1-.IL1
numeric numeric

14,



1-GL PRD REC KEY

2-COMPANY CODE .
alphanumeric

3 RTNED EARN AMT

4a LAST PERIOD

5A LAST QUARTER

6A YEAR END IND

7a CURRENT PERIOD

8 TRAN SEQ CNT

Closing Period Record Worksheet

U N U SN UR SUNNN S S S

—_
computer controlled

15.

9 ACLOSE PERIOD 01

10 ACLOSE PERIOD 02
11ACLOSE PERIOD 03
12 ACLOSE PERIOD 04
13ACLOSE PERIOD 05
14ACLOSE PERIOD 06
15ACLOSE PERIOD 07
16 ACLOSE PERIOD 08
17 ACLOSE PERIOD 09
18aCLOSE PERIOD 10
19aCLOSE PERIOD li

20ACLOSE PERIOD 12

21 NOT USED

22 RETNDEARNACCT v s 1

numeric



(j /"1 -VENDOR NUMBER
/3 VENDOR NAME
.3 VND ADDRESS L1

4 VND ADDRESS L2

5 VND ADDRESS L3

(7‘#
R

o
Py
gy

6 VENDOR BALANCE
.7 VENDOR PHONE #

" DATE ENTERED

YTD DISC AVAIL
YTD DISC TAKEN

PRYR PURCHASES

Vendor Master File Worksheet

! 1 1 1 1

alphanumeric

L L [l L 1

alphanumeric

L Il L I

alphanumeric

i 1 [ J 1

alphanumeric

! 1 ! J 1

... »alphanumeric

i
L L 1 L 1

numeric

L L 1 ]

numeric

1 1 bl 1

mmddyy

L L 1 L A

numeric

numeric

numeric

L 1 1 1 -

numeric

16.

'13 PRYR DISC AVAIL

T

PR
(O,

14 PRYR DISC TAKEN

5 GLEXP.ACCT.#
16 AVND TERMS %
17A VND TERMS DAYS
18 LST PURCH DATE

19 VND SORT KEY

L 1 1 L 1

numeric

numeric

L 1 L 1 1

numeric

-
numeric

mmddyy

L L 1 1 L

alphanumeric



A

INVOICE

LN

1 w1 13

NUMBER

INVOICE
DATE

{ WO T T N T - |

A/P Invoice Initialization Worksheet

Vendor number: L1 1 11 1
alphanumeric

Vendor name:

DUE
DATE

[T TR YUY U T T TN N TN U TN NN TN T N NN NN N NN TN NN N U N DAY VR SR N N Y |

alphanumeric

P.O.
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LAB EXERCISES




LAB: AP1

OBJECTIVE:

TASK : 1.
o
o
2.,

ACCOUNTS PAYABLE: Conversion

Establish the records necessary to link Accounts
Payable to the General Ledger and to Purchase
Orders.

To link to your GENERAL LEDGER, establish the:

INVOICE DISTRIBUTION RECORD (assign it Journal
#10005)

PAYMENT DISTRIBUTION RECORD (assign it Journal
#10006).

Enter the OPEN INVOICES for your vendors as listed
on the attached vendor ledger sheets. When you
have entered all open invoices, print a PAYABLE
VOUCHER REGISTER as an audit trail.

Establish a VENDOR record for your new office
cleaning service: Vendor No. 88888, BRODIE'S
KLEEN-IT, Inc., 123 Fifth Street, San Francisco,
CA 94111, (415) 290-8533. Assign an automatic GL
Expense Account Number to the BUILDING MAINTENANCE
ACCOUNT.

Print a fresh VENDOR MASTER REPORT and show the report to
the instructor. :
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Vendor Master File Worksheet
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Invoice Distribution Record Worksheet
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Payment Distribution Record Worksheet
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LAB:AP2

Accounts Payable: Processing

OBJECTIVE: - Produce an AP DISTRIBUTION REPORT which records the GL

TASK:

STEPS:

activity resulting from payments made to vendors and
nonvendors.

Enter invoices and write checks according to the
following information. Don't forget your processing
cycle, or your Distribution Reports will be
inaccuratel!!

1. The third and fourth invoices do NOT refer to P.O.#'s:

Invoice No. 5311 from DEXTRON bills you:

$1050 for the file cabinets
$100 for freight
$60 sales tax

Invoice No. A835 from PILLSBURY bills you:

$900 for the file folders
-p- for freight
$53 sales tax

Invoice No. 1 from BRODIE'S KLEEN-IT bills you:

$25 for services rendered

An Invoice No. 108 from the FLOWER BASKET bills you $50 for
the roses you sent your secretary. Charge this to the
MISCELLANEOUS EXPENSES account. **HINT**Enter this into the
system as a NON-INVOICE PAYMENT. (.. -* . ' .

Print a CASH REQUIREMENTS REPORT for any 3 periods of your
choice.

Select invoices for payment as follows: (1) Pay BRODIE'S
KLEEN-IT in full. (2) Pay PILLSBURY's Invoice No. A539 in
full; make a partial payment of $400 to PILLSBURY's invoice
No. AB835.

Print your vendor checks, giving the job a starting check
number of 100.

$50 worth of supplies purchased from ANDREAS three months
ago were discovered to be defective. You returned the items
for credit and now need to adjust the vendor account.

Since the invoice has already been paid, how must you make
the adjustment? (ask the
instructor if you are unsure).

Show the instructor your Distribution Reports and Adjustment
Journal.



LAB: AP3

OBJECTIVE:
TASK: 1.
2.
3.

Accounts Payable: Month-End

Perform the month-end routine in Accounts Payable
in order to post information to the General
Ledger.

Print an OPEN ACCOUNTS PAYABLE REPORT.

Select SPECIAL PROCESSING from the Accounts G s

Payable menu and perform MONTH-END UPDATE. /7% ';’/:

9‘1‘ P e / y;i..
>y

Print a MONTHLY CHECK REGISTER. & ﬂzy@ﬁvffm
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